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Look What Users of 
Dictation Discs 
Say About Them! 


“These records 
have helped me 
secure a much 
better position 
than I had pre- 
viously.”’ 

MRS. R. L. HENDERSON 

Portland, Maine 


“I am a teacher of Gregg 
Shorthand and Dictation 
Discs have been very valua- 
ble in my shorthand classes. 
My students enjoy taking 
dictation by these records.” 
MISS BETTY BURNS 


Route 1, Box 69 
Valdese, No. Car. 


ie 


“After using your rec- 
ords faithfully I gained 
enough confidence to 
apply for one of the bet- 
ter positions here in Day- 
ton. I was given a test 
and had an excellent 
steno position within 
two days.”’ 


CAROL WETZEL 
Dayton, Ohio 





“IT like to use records for my 
shorthand classes ...I find 
the Dictation Disc Com- 

» Pany’s records fit my needs 
well for practice and speed 
building.”’ 


MRS. VIRGINIA RANKIN 
Twin Bridges, Mont. 

















These Giants of American 
Industry Use Dictation Discs 
In Their Training Programs 


Prudential Insurance Co. 
Western Electric 
General Electric 
Eastman Kodak 
Tempo Aircraft 
National Carbon Co. 
International 
Correspondence Schools 
Socony Mobil Oil Co. 
Federal Reserve Bank 
Tennessee Valley Authority 
LaSalle Extension 
University 
Central Railroad of 
New Jersey 
. . « PLUS MANY MORE 


Dictation Dise Co 
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MESSAGE TO TEACHERS 


With Dictation Dise records repetition is the 
fundamental key to speed. This is so because 
every record we have is made up 75 per cent or 
more of the thousand commonest words—and 
the thousand commonest words represent 75 
per cent or more of running English. Every 
time your students play Dictation Dise records 
they are getting infinite repetition and addi- 
tional skill on 75 per cent of all the running 
matter that will ever be dictated to them. Con- 
sidering this you can well imagine the vast 
speed gains that can be made through Dictation 
Discs. Over 8,000 shorthand teachers have al. 
ready displayed their interest in Dictation 
Discs for their students. 





170 Broadway, New York 38, New York 
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SHORTHAND SPEED 


How to Develop Shorthand Speed 


In order to develop shorthand speed, it is important to remem- 
ber that shorthand is written with the mind and not with the 
hand. You do not write shorthand faster by making your hand 
move faster. You write shorthand faster by thinking the out- 
lines more quickly. In other words, you can write shorthand 
just as rapidly as you can think the outlines. In order to boost 
your shorthand speed, you must force your mind to assemble 
the shorthand outlines more rapidly. This is known as speed 
forcing. 

To force speed it is necessary that you practice with dicta- 
tion at a speed higher than your normal writing speed. Because 


you are practicing with a phonograph record, you have the 
opportunity of practicing the material over and over again 
until you finally achieve mastery at the higher speed. The rea- 
son you can write this higher speed after numerous repetitions 
from the phonograph record is not that you have memorized 
the words but that you can think the shorthand outlines for 
that particular selection more rapidly, so that you can now 
write it at a higher rate of speed. In other words, your mind 
can now find the outlines more quickly than it did before. 
With this in mind you are now ready to boost your short- 


hand speed with phonograph records. Here is the way it is 
done: 


How to Practice with Phonograph Records 


First, select a record with dictation 10 to 20 words a minute 
above your normal writing speed. Start with the first letter 
and try writing something down for every word you hear, no 
matter how illegible your notes become. You may write only 
half a column before you are compelled to omit a word. When 
you do, pick up the arm of your record player and start over 
again. On your next try you will succeed in writing several 
more words. Continue in this fashion until you are able to 
write the entire letter. You may be able to write the full letter 
on the very first playing, in which case you will continue to 
repeat the letter as often as is necessary for you to write it with 
perfect control. In either case, this may mean from 10 to 30 
repetitions of the same letter — hence the great advantage of 
the phonograph record for this type of practice. 

Remember, you must strive with all your energy to get 
down every word of the dictation no matter how illegible your 
notes become. In this practice procedure lies the secret of short- 
hand speed. Paradoxical as this may sound, in order to increase 


45 RPM SETS — $5.75 EA. 
Each Set Contains 4 Records 


() Set No. 38 Brief form 
and phrase letters 


Septem ber, 1961 


(ANY TWO SETS — $9.95) 


(—) Set No. 47 Office Style 





your shorthand speed, you must write faster than you can write 
now. To do this, the dictation must be at a speed faster than 
you can now take. At such a speed your notes are bound to be 
illegible. This is a sign that your mind is forcing your hand to 
write higher speeds. As soon as your mind grows accustomed 
to thinking of the shorthand outlines at this new speed, your 
notes will grow in legibility. At the end of such a practice ses- 
sion, you must also practice for a few minutes writing slowly 
in order that you may retain your ability to write legibly. This 
is important. For such a purpose, a minute or two of any dicta- 
tion that you have already mastered is perfectly suitable. 

After you have finished practicing two letters in this fashion, 
you should then practice both letters until you can write them 
without a pause. When you have mastered all the letters on 
one record side at a given speed, continue on with the follow- 
ing side at the next higher speed in the same fashion. 

If you will persevere in following the above procedure, in a 
very short time you will find yourself getting down dictation at 
higher speeds than you are now writing. 


MAIL THIS COUPON TODAY 
Dictation Dise Company 
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“| never dreamed 
Frank could be 


such a success...” 


“People said he was such a quiet, average-looking man. 
But I don’t think so. And one time we were even afraid 
he was going to lose his job. 


“That was the night I showed him the I.C.S. advertise- 
ment. ‘Double your income, earn promotions,’ the ad 


said. Frank wasn’t interested, but I made him fill out a 
coupon anyway. 


“A few days later, I.C.S. sent him 3 free booklets. 
He started reading ‘How to Succeed’ and couldn’t put it 
down. It opened his eyes to the many littlke—but im- 
portant— mistakes he’d been making. And it showed him 














Take the actual case of Thomas Dyke. He 
was a coal miner without a high school 
education who studied with 1.C.S. and 
worked his way up to become a licensed 
engineer. Today his income is above the 
average for college-trained engineers. 


* 
Send for FREE Career Kit with 3 famous 
booklets today: No. 1, “How to Succeed” 
—a gold mine of helpful job tips. No. 2, an 
outline of the job opportunities in the field 
that interests your husband most. No. 3, a 
sample 1.C.S. lesson text in basic math, 


showing the 1.C.S. method of teaching. 
te 


how to discover unused talents in himself. 

“I’m going to try it,’ he said. ‘I’m going to take an 
1.C.S. Course!’ 

“In just one year, with his I.C.S. diploma behind him, 


he’s earning more money than he thought he would ever 
get. And he tells me it’s just the beginning!” 


1.C.S. is the oldest, largest home-study 
school. 249 courses. Business, industrial, 
engineering, academic, high school. One 
for everybody. Direct, job related. Bed- 
rock facts and theory plus practical appli- 
cation. Complete lesson and answer service. 
No skimping. Diploma to graduates. 


Accredited Member, 
I. c $.. Scranton 15, Penna. National Home Study Council 


INTERNATIONAL CORRESPONDENCE SCHOOLS 


BOX 24096H, SCRANTON 15, PENNA. 


For Real Job Security —Get an I. C. S, Diploma! 





ICS 


Without cost or obligation, send me “HOW to SUCCEED” and the opportunity booklet about the field BEFORE which I have marked X (plus sample lesson): 


(In Hawaii, reply P.O. Box 418, Honolulu) (Partial list of courses) 


ARCHITECTURE AVIATION D Oil Field Technology DO Electric Motor Repairman D Industrial Safety — 
and BUILDING DC Aero-Engineering Technology (©) Pulp and Paper Making D Elec. Engr. Technician 0 Machine Shop Practice 
CONSTRUCTION D Aviation Engine Mech. 


DC Elec. Light and Power 
DO Practical Electrician 
OD) Practical Lineman 


5 Construction Engi ' DC) Professional Engineer 
onstruction Engineering 

D Highway Engineering — SCHOOL 

C Professional Engineer (Civil) © High Sch oI Dio! 

CD Reading Struc. Blueprints O High eee re oma 

© Sanitary Engineer D High School General 


© Mechanical Engineering 

© Plumbing and Heating 

O Professional Engineer 

© Quality Control 

OC Reading Shop Blueprints 

OC Refrigeration and Air 
Conditioning 

D Tool Design (© Tool Making 


D Air Conditioning 

O Architecture 

O Arch. Drawing and 
Designing 

O Building Contractor 

OD Building Estimator 

O Carpenter Builder 

O Carpentry and Millwork 


DC Reading Aircraft Blueprints 


BUSINESS 

© Accounting 

0 Advertising 

DC Bookkeeping and Cost 
Accounting 

DC Business Administration 


CIVIL 
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© Civil Engineering 
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g 7 4 
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LEADERSHIP 
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DO Aircraft Drafting 
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Canadian residents send coupon to International Correspondence Schools, Canadian, Ltd., Montreal, 
Canada. . . . Special low monthly tuition rates to members of the U. S. Armed Forces. 
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Ever Ready’s new Memo Pad 
— «a companion piece to the 


Ever Ready desk calendar 


Here is a Memo Pad designed with 
the busy, but organized, desk in 
mind. Holds 200 sheets. Avail- 
able in four colors: Walnut, Grey, 
Mist Green or Desert Sand to com- 
pliment any desk top or match 
other desk accessories; and two 
pad sizes; 3 x 5° and 4" x 6”, 


Order from your local stationer to- 
day. Or write us. We will be happy 
to forward your request to the 
progressive Ever Ready 
dealer nearest you. 






by the makers of 
... America’s foremost 
desk calendar 


{VERREADY 
(alendar, 


EVER READY 
CALENDAR 


MANUFACTURING CO. 
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FROM OU 


Editor’s Note: the following letter was 
sent by Mrs. Kathleen Farmer of 
Panama City, Florida, to her congress- 
man and to the Director of Internal 
Revenue. In the hope that others 
might like to emulate her, she sent a 
copy of it along to us.:This month 
seems a particularly appropriate time 
to print it—note Jeanne Martinson’s 
article on taxes, 


SALUTATION (as appropriate): 

I respectfully request that an amend- 
ment to the current Federal Income Tax 
Laws be seriously considered. The area 
of concern is as follows: 

Child Care Deduction. Under the pres- 
ent law, a deduction for child care can- 
not be made by a married woman if the 
combined salaries of the husband and 
wife exceed approximately $5,000. 

Discussion: It appears justified that a 
married woman could either claim a de- 
duction for wages paid to a full time 
daytime housekeeper covered by the So- 
cial Security System or deduct the wages 
paid to her housekeeper from income 
reported on the tax form. At present, the 
income reported is not true income, if a 
large portion is paid out in wages to a 
housekeeper; yet taxes are computed on 
reported income. Further, double taxa- 
tion is involved as taxes are paid on the 
wages by the employer (working married 
woman) and by the housekeeper on her 
own income tax return. 

This situation is analogous to a_ pri- 
vate enterprise when taxes are computed 
on the profit—wages having been de- 
ducted as an operating expense. 

I realize that the wording of such an 
amendment must be explicit to exclude 
plain domestic help that does not in- 
volve child care of working mothers. I 
believe that some relief is needed in 
cases where the wife works in order to 
supplement her husband’s income to pro- 
vide daily necessities required in main- 
taining a home and educating children 
for the future welfare of themselves and 
of the country. A limit of $10,000 would 
seem appropriate. In a given situation, 
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the husband undoubtedly makes approxi- 
mately $5.000—an amount inadequate to 
support a family at the current prices. 
and the wife’s income of $2,000 to $3,000 
comes in mighty handy. Presently, the 
expense of child care (approximately 
$1.200) added to the normal expenses of 
transportation, lunches and clothes re- 
duces the margin of gain considerably 
and you are close to being back where 
you started. This change in the law 
would give a needed boost to the parents 
of young children where the father is 
serving his “apprenticeship” at his com- 
pany. The deduction would not apply 
once the combined income exceeded 
$10,000. 

I am writing this letter because it 
seems that this is a woman’s problem 
and, as such, detailed consideration and 
investigation could have been slightly 
overlooked. It does not seem to be a vital 
issue to others: however, sans union, sans 
lobbyists, I petition as a working mother. 

Thank you for reading this letter. I 
hope you will comment favorably on it 
when endorsed to the proper committee 
or individual, if necessary. 

Sincerely, 


Recently we received a letter from a 
secretary who complained that most of 
the letters printed in the “In Box” 
seemed to deal with just one subject: 
working wives. We quickly explained 
—almost in the very next mail—that 
the majority of letters we’ve received 
in the past months have been on that 
subject. Furthermore, they have been 
the most articulate, the most informa- 
tive, the most interesting. Hence, they 
appear in print. 

But . . . we would be delighted to 
hear from any and all of you on any 
and all subjects ... the pros and cons 
of articles we’ve published, pleas for 
subjects we haven’t mentioned yet, 
problems, doubts, causes, cheers that 
make up your secretarial world. After 
all, this column is an expression of 
your thoughts . . . and we can’t know 
what you're thinking unless you write. 
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TRAVEL TIPS 


AIR FRANCE 
TRAVEL ADVISOR 


How much Capital 
for each capital ? 


Surprisingly little, with our low, low 
Economy Excursion Fares*! Paris 
is only $389.60* round trip. Round 
trip to Rome is just $485*. Stop at 
13 extra cities on the way at no 
extra fare! 

Choose any spot—more likely 
than not Air France offers a jet 
Economy flight to it. From New 
York, Tel Aviv $741*, Madrid 
$403*, Bangkokt $1278 (via the 
Atlantic). Tahitit $755 from Los 
Angeles, via TAI DC-8. 

You can save even more money 
on an Air France Jet-Away Holiday, 
which includes your air fare, hotels, 
and other basic expenses. For ex- 
ample, a complete 17-day Mediter- 
ranean Holiday tour of Spain, 
France and Italy is only $614*. 

All with superb French cuisine, 
French service, and all aboard the 
fabulous Air France Jet Fleet! 

Before you go, find out the most 
important things you'll need to 
know with my “Very Important 
Pointers for International Travel.” 
If Paris is your pleasure, you'll want 
my latest booklet, “YOU IN PARIS 
— What Every Woman Wants to 
Know.” I'll be happy to send you 
all the news about our Jet-Away 
Holidays, too. Just check your pref- 
erence in the coupon below. And, 
of course, if you have a special 
question, come, call or write, and 
you'll receive individual attention. 


AIR FRANGE JET 


nT ee 

Miss Colette d’Orsay, AIR FRANCE 7 

683 Fifth Avenue, New York 22, New York 

Please send me: | 
0 “YOU IN PARIS— What Every Woman | 
Wants to Know” 

O Jet-Away Holidays | 





O (Special questions?) 
Name 





Address 
City 


5-5-6 





State 





_Rigeageatagpe joe: 


SS SS ES ES GS GS GS a ae ee ome ened) 
FAIL fares, ne Class, 17-Day Excursion, 
effective Oct. 1961 through Mar. 31, 1962. 
+ Standard veh EW Fare. 
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_and more people are caring less and less 
‘about the kind of work they 











































@ We've recently come to a rather un- company and stay with it, happy in the 


happy but inescapable conclusion: more thought that there’s a pension at the end 
of the rainbow. There is no thought or 


turn out. need for the challenge of “ 


putting a best 
foot forward” to get. keep or rise in a new 
position. Companies find it difficult to fire 


long-time employees, 


Rapidly vanishing is the sense of personal 
pride and self-respect that inspires one to 
do the best job possible, whatever the even though they 


circumstances. may not be producing, 


because of the 
high cost and intricacy of pension plens. 

Second is the of the 
“who cares” attitude. It can start with 
one worker, spread through a department. 
a company, even, in time, 
try. “If she’s not getting those letters out 
today, why should 1?” “Jane and 
Joyce are goofing off to talk—think I'll 
join them” “Joe Blow skips his re- 
ports, might as well do the same” 
“Doctor von Arp didn’t check the radia- 
tion count, guess I won’t either.” 

So contagious is the attitude that the 
conscientious worker, the ambitious as- 
- pirant finds it hard to go against the tide. 
He can spend hours 
urging and find himself beating his head 


. the new 
table that arrives with one leg 
shorter than the others .. . 


Proof of our contention . . 
coffee infectiousness 
the expensive 
dress that’s missing a strategic button 
the indifferent— 
or worse, grudging—service in so many 
restaurants (to say nothing of the badly 
cooked food) ... the car that remains a 
“lemon” all its life . . . the say-nothing- 


of 


best-selling authors and writers . . 


before it’s tried on... through a coun- 


innumerable 
. the 


do-nothingness of some civil servants... . 


ness, show-nothingness 


aren't immune 
to the malady. Note the downright slop- 
of letters—era- 
sures, strikeovers. grimy finger prints . . . 


Unhappily, secretaries 


piness “sent” business 
cajoling, checking, 
the unwillingness to buckle down to a 
rush job even after an hour of social 
chitchat (on the company’s time, of 
course) ... the to-be-filed piles gathering 


dust in the corner . . 


against a stone wall. He winds up either 
joining the “indifferents” or doing the 
extra work himself. If he does the latter. 
; even the most dedicated person can only 
do so much—in spite of his best efforts. 
| the department. the company or, in time, 
the country will start slipping, further 


. the curt reply to a 
request for information—we read of one 
girl who told a caller “too busy” 
to take a message for her away-from-his- 
desk boss... . 

Students are infected too. There’s an 


increasing tendency simply to “ 


she was 


and faster. 

We can’t help being appalled by the 
very apathy and inertness of this attitude 
—and by the fact that the hard-working 


members of the population (yes, there 


get by,” 
a corresponding lack of interest in any- 
thing that involves extra work or extra 
effort—be it a. shorthand class, a science 
project or a track meet. 


are some left) put up with the general 
do-as-little-as-possible attitude of the 
others. Maybe it’s the easy way out, may- 
be it’s the polite thing to do, a sort of 
“live and let live” feeling but, to us, it’s 
wrong. 

The Russians have now orbited two 
men in space. a feat that far surpasses 


We've been wondering about the rea- 
sons for this personal decline and, after 
much scrabbling around, we’ve come up 
with two. There are probably others, but 
for the nonce, these are ours: 

First, the average worker today feels 
protected—by union membership, by job 
seniority, by a scarcity of workers in his 
field, by the “why bother” attitude of a 
boss who shrugs, “He’s not much good, 
but the next one might be worse.” This 
protection insures automatic raises, small 
promotions, an ease that negates the 
theory of “knocking oneself out” and 
little chance that the mediocre worker 
will be fired. 


Added to this is the new 


® our own limited attempts in spatial travel. 

| While we deplore the fact that they 
© reached there first, we can’t help admir- 
® ing their scientific achievements. We're 
sure that no one involved in the Russian 
undertaking harbored a “don’t care” at- 
titude; hard work, tenacity and a will to 
do the utmost—and then some—are big 
reasons why they succeeded. 

And did you ever stop to think... 
indirectly, but truly. another reason might 
be you? 


American 
goal: security. Workers tend to join one 
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No type bars. no movable carriage on IBM's 


new SELECTRIC—a single sphere-shaped 


element contains all the characters. Added 
assets: unique ribbon cartridge for “no- 


mess” changing: “selective stroke storage 
system” to eliminate double strokes: flex- 
ibility of type styles—just switch spheres. 
Two sizes, $395 and $445. From IBM Elec- 
tric Typewriter Division, 545 Madison Ave- 


nue, New York 22, N. Y. 


THE DENNISON WEBSTER’S DICTIONARY can be inserted and kept 
in a regular loose-leaf notebook. Over 15,000 words are defined 


and syllabized: correct pronunci 
dexed divider cover in two sizes 
inches. A reference guide at you 


ation indicated. Available with in- 
: 11 by 8'4 inches and 10'2 by 8 
ir finger tips for only 39 cents at 


stationery counters, or write Dennison Mfg. Co., Dept. TS, Fram- 


ingham, Mass. 


GOLDEN TURTLE is made of solid brass to 
keep the papers on your desk top securely 
weighted. Hand crafted, it’s a conversation- 
provoker as well as a useful desk accessory. 
The turtle is about 2” long from nose to 
tail. At $1.98, ppd., from G. & E. Platt. Dept. 
TS54, 88 North Brandywine Ave., Schenec- 
tady 7, N. Y. 





Disposable “SSCOTCH”? BRAND LINT REMOVERS are adhesive-coated 


pads that slip over your hand to 
purses, etc. Slip some into your 


and an immaculate appearance. 


pat lint away from clothing, suéde 
desk drawer for quick brush-offs 
Introduced by Minnesota Mining 


and Mfg. Co., St. Paul, Minn. Six pads in a pack for 29 cents at 


variety, department and drug stor 





IBM EXECUTARY PORTABLE DICTATION 
UNIT is powered by ordinary flashlight bat- 
teries and weighs 64 pounds. Recording is 
done on a magnetic belt that holds 14 min- 
utes of dictation and can be used repeated- 
ly. Priced at $385 from IBM, Electric 
Typewriter Division, Dept. TS, 545 Madison 
Ave., New York 22, N. Y. 
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NO. 6100 RUBBER STAMP KIT contains ink 
pad and six stock rubber stamps: airmail. 
first class, fragile, special delivery, C.O.D. 
and rush, plus your own personalized three- 
line name and address rubber stamp. Print 
or type any wording you choose for the 
three-line stamp, then mail copy with $4.95 
to Stamps, Dept. TS, Box 416, Franklin, Pa. 








BOXED 


PAPERS 





You won’t be the first secretary to rate 
a raise after switching to Eagle-A Type- 
writer Papers. These papers make a girl 
look good! Your work will be neater and 
clearer... and it will be so much easier 
to make changes. 

Eagle-A Boxed Typewriter Papers are 
available in letter and legal sizes in the 
time-saving Eagle-A original “Hinge- 
Top” box or in 100-sheet packets. 

Secretaries and Teachers 

For free booklet of paper samples and 
Letter Placement Guide, write on your 
firm or school letterhead to Dept. TS. 


American Writing Paper Corporation 
Holyoke, Mass. 


For faster, cleaner typing Choose EAGLE-A 


EAGLE-A 


BOXED TYPEWRITER 
PAPERS 





EAGLE-A 














made by the makers of the famous 
EAGLE-A COUPON BOND, 
100% Cotton Fiber—Extra No. 1 Grade 
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Buy the great new Venus Velvet... 


Venus’ 100th Anniversary Offer! To get this $7.50 
dictionary free, just buy 3 gross of the new Venus 
Velvet pencil from your stationer. 

That’s all you have to do. 

You'll get both the dictionary and the Venus pen- 
cils (in your choice of either No. 2, No. 224 or No. 3 
degrees) for the regular price of the pencils alone! 

We are making this unusual one-time offer to 
introduce you to the new Venus Velvet with amazing 
formula V-5 lead. 


What is formula V-5 lead? It’s thestrongest, most 
durable lead ever developed. It’s so strong that it can’t 


break while you’re writing. It stays sharp longer, 
keeps writing more legible, so there’s less chance for 
clerical errors. It reproduces clearly on office copying 
machines. And it comes in 5 degrees to handle every 
office writing need. 

This 1961 edition American College Dictionary by 
Random House has 1,472 pages containing 132,000 
definitions ...special sections on letterwriting, gram- 
mar, punctuation...300 spot maps not found in other 
dictionaries. Its pages are thumb indexed, and bound 
in a sturdy 7”x10” buckram cover stamped in 23 
karat gold. 
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ar, Bennett Corf, Pres. of Random : Fill out and order from your stationer ; 
i House, and famous T’'V panelist, —: oe ’ ' : 
says: I think we’ve made this the : Mr. Stationer: Please send the following Anniversary Packages 
ng ; . . : No. 8557D (each contains 3 gross Venus Velvet pencils at regu- 
rv finest, most authoritative desk : lar price —in same degree —and Free Dictionary). 
P dictionary published in the U.S. : __Anniversary packages, No. 2 (Medium Soft) __Anniversary : 
“Compare it, feature by feature, . packages, No.2% (Firm) ——Anniversary packages, No. 3 (Hard) . 
by with your old dictionary. I think: 
00 you'll agree it’s awonderful, neces- =: COMPANY NAME oo 
m- sary addition to every office.” : ADDRESS 
ae Limited time only. This generous anniversary offer =: crry STATE - - 
23 can be made for only a short time, so send the coupon —: ogprrep py 





at right to your stationer today! 
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The Boss Meets Plastisol F-100 


New Columbia Plastic Coated Copy Film 


OU’LL be enthusiastic, too, hole « Packaged in new patented 

once you’ve seen new Plasti- Carbnpad—100 sheets to the pad 
sol F-100 copy film out- " ¢ Easier to use, easier 
wear and outperform to store—in every desk 
even the finest carbon drawer « Try it! 


papers! FREE DEMONSTRATION— 
Plastisol F-100 outwears Write either Columbia 
carbon tissue by 3 to 5 | Ribbon & Carbon Mfg. 
times « Re-inks immedi- Co., Inc. 114 Herb Hill 
ately » Produces perma- Road, Glen Cove, N. Y. 
nent, smudge-free copy or Columbia Ribbon & 
with complete uniform- Carbon Pacific, Inc., 


ity « Doesn’t dog-ear, Duarte, Calif. No obliga- 
tree, curl, wrinkle or pin tion, of course. 
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Q. Should is or are be used in the fol- 
lowing? 


Less than 1 per cent of this company’s 
sales volume (is, are) devoted to... 
Less than | per cent of the containers 
produced (is, are) shipped to destina- 
tions... 


A, Percentages may be singular or 
plural according to the meaning of the 
sentence. 

In your first sentence, the 7 per cent 
refers to a quantity; therefore the singular 
verb is correct. In the second sentence. 
the 1] per cent refers to a number of indi- 
vidual items: therefore, the plural form 
is correct. 


Q. What is the preferred complimentary 
close in a letter of application? 


A. “Yours truly.” is correct to use. 
However, “Cordially yours.” is much 
more popular and not as stereotyped. 
“Sincerely yours.” should mean just that. 
It should be used when writer and recip- 
ient are known to each other. 
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Q. When a visitor enters the office wish- 
ing to see an executive and presents a calling 
card, should the secretary follow any set 
rule? 


Mages O° 


9, 


A. There’s no one rule about the visitor 

and his card: however, the following is 

considered good business etiquette: 
If the visitor is not known to the 
employer, then the secretary should 
escort the visitor to her employers 
office and say something like this, 
“Mr. Doe (the visitor’s name first). 
Mr. Employer.” As she makes this 
brief introduction, she places the 
card on the desk right in front of 
her employer. (The card is not re- 
turned to the visitor.) 

The caller is usually directed to the 
proper office by a nod of the head if he is 
well known and is expected. The secre- 
tary might say, “Go right in, Mr. Doe. 
Mr. Employer is expecting you.” 
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BUSINESS ENGLISH 
E. Lillian Hutchinson 


SECRETARIAL PRACTICE 
Madeline S. Strony 


FREE —the most valuable 


work-saving tool 
a secretary can own! 


Shows you how to 
speed through every a 
secretarial task with Seer" 


EASE & EFFICIENCY! 


BUSINESS LAW 

R. Robert. Rosenberg 
BOOKKEEPING 

J Marshall Hanna 
TYPEWRITING 

Alan C. Lloyd 
BUSINESS ARITHMETIC 

Vivian W. Kline 
SHORTHAND 

Charles E. Zoubek 
FILING NV. Mae Sawyer 





Q. How does one qualify as a notary pub- 
lic? (The answer to this question is given 
to clear up any ambiguity concerning the 
reply to the same question that appeared in 
the May, 1961, issue.) 


A. You must be a citizen of the United 
States and, usually, a resident for at 
least one year of the state in which the 
notary certificate is sought. 

An application, and information about 
material a person must learn in order 
to pass the examination. may be had by 
contacting the Secretary of State or the 
state bureau authorized to issue licenses 
in the state in which you reside. 











Simply mail coupon below to get 
your FREE copy of this 201- 
page gift volume. It gives you 
hundreds of useful tips that 
speed you through your work— 
and help guide you to the top of 
the secretarial ladder! 


how to become a top-notch execu- 
tive secretary! 


Best of all, this invaluable work- 
saving tool—the entire 201l-page 
volume—is now yours—absolutely 
FREE-with an_s introductory 
subscription to P.S. for Private 
Secretaries the new, high- 
level secretarial aid that offers 
the practical guidance you must 
have to become more successful. 


There are no specific educational re- 
quirements. It contains everything you will 
ever need to know—from per- 
sonal tips on appearance—to 
actual work-saving aids for han- 





Q. Can you give me specific rules on the 


dling your job more efficiently. 
“THE EXECUTIVE SECRE- 
TARY” is virtually a complete 
secretarial course, overflowing 
with good ideas that show you 


You’ll wonder how you ever got 
along without it! Edited by a 
staff of expert secretaries, all top 
professionals—to help you get 
ahead. 


use of introductory phrases? 


A. There are three types of introductory 
phrases. The rules for each type are: 
1. An introductory participial phrase 
should be followed by a comma. 
Speaking in a loud voice, the chair- 
man called the meeting to order. 
Caution: Do not, however, mistake a ger- 
undial phrase that is the subject of a 
sentence for a participial phrase: for ex- 
ample: 


Each issue of P. S. brings you such important ideas as: 


writing letters and handling correspondence by yourself 

18 tips that reduce filing time 

glamorizing the office at little cost 

speeding up routine tasks 

10 valuable ways to cut down duplication and waste in reports 
how to route incoming mail more effectively 


PLUS special removable feature, ‘Secretarial Clinic,” to file as handy 


references. 
Speaking before a group always 


frightens me. 
2. An introductory infinitive phrase is 
followed by a comma unless the phrase 
is the subject of the sentence. Infinitive 
phrases start with fo. 

To obtain the best results from this 

machine, follow the enclosed direc- 


P.S. as a recognized professional 
guide for secretaries is COM- 
PLETELY TAX DEDUCTIBLE! send you the very next issue the 
You can deduct its full cost from moment it is off the press. You 
your yearly tax bill. It comes to you will also receive a FREE GIFT 
twice each month (24 informative copy of “THE EXECUTIVE 
issues a year) at a cost of only SECRETARY.” 


$1.25 per month. 
Mail the coupon now and [’ll 





tions. But: ; Bureau of Business Practice, Dept. 5886-L1 1 

To display the goods effectively re- New London, Connecticut 

quires considerable experience. | Please start my introductory 1 year’s subscription to'P.S. right away—and | 

3. An introductory prepositional phrase | send me my free copy of “THE EXECUTIVE SECRETARY.” I understand | 

may or may not be followed by a comma, | | that the cost is $1.25 per month, plus a few cents postage, to be billed at the 

depending on its length. annual rate 15 days after first issue is sent. 

On Mondays the mail is always late. | | C) Bill me () Bill my employer | 

i Sempre ‘tn quem wget OE TERY TE Big cs nisscineanesunvnsnsanovnssacnncsnsonibnsconsunswaminasscossinususosiaast | 

“pin pie aaa say p  Naatmessssssssssessossecesserseseeeensnsnnsnnscennnncnencenesensvssovsnnnnnnnecencsenceceecesssnsnanannnnsenennaggcggnonsesssen | 

If any of the grammatical terms used in eg ae Pe I ae oe eR Ea ee ne ee eR Re eae ee eo | 

this explanation are unfamiliar. we sug- I ciinciniccsiescarihasincininpeheeeiaiaaniacntel tatiana iat aaa alae ; 
gest that you consult some standard Eng- 

lish mimes. : 4 RI asi iasctnectvininosdgecsinutastandedeaiblnbraiiniaeall — iis siainictentainnsaeiesinei ! 


September, 1961 


















It’s the Compact... compact in appearance and in fact. And notice .. . the compactness is between the 
_ keyboard and the carriage. All the dead air space has been engineered out. But the important work areas 
are set up the same as in other electrics. The carriage is a full 12 inches and the return is electric—auto- 
_ matic. The keyboard, too, is full size (and with new features). This is the whole idea—compactness. This is 
merican engineered compactness—a more efficient product to do the job and so a more efficient price 
p25". Available in three decorator colors and all the crisp type styles you'll ever need. See the Compact 
di Y. Call your local Smith-Corona Marchant representative, or mail coupon on opposite page. plus tax 
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BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON PAGE 57 


Shuffling Letters 


By rearranging the letters in each of the following words, it is possible to form 
several completely different words. Use all the letters in each new word, but do 
not use the same letter more than once. 


1. 


tears 3. steal 5. plates 
scrape 4. items 


Choose J or G 


Complete the spelling of the following words by supplying either a j or a g in the 
blank spaces. To help you, the words are described in parentheses. 


reeRES elaiin (simple dessert) 6. ........entle (kindly, mild) 

ee: elly (food made of fruit juices 7. wes...eer (to mock) 

and sugar) 8. ........iant (large, strong man) 
xciads am (food prepared similarly to 9. ........ig (lively dance) 

2, but thicker) 10. ma. ic (unexplained power) 
aes: em (precious stone) 1]. ........esture (hand, body motion) 
press ill (small liquid measure) 12. en........1ne (machine) 


Abbreviation Origins 


What are the standard abbreviations for each of the following words and expres- 


sions? Where did the abbreviations originate? 
























2 


it 


2 


vi 


Be 


forenoon 6. about (with dates) 
pound 7. God willing 


}. number 


compare (used in footnote references) 9. and so forth 
that is 10. Reply, if you please 


hundredweight 


Affix an E and Make Another Word 


Adding an e at the end of the words defined in a in each of the following pairs 
of definitions will result in the words defined in 6b. 


1. 


a. To stop: let go. 


b. Wholly: really. 


. a. Unwilling: reluctant. 


b. To feel disgust for. 

a. A man’s coat, vest and trousers. 

b. A set of furniture that matches. 

a. A daily necessity for cleanliness. 

b. To apply water or another liquid to. 


. a. A popular name for a common malady. 


b. Part of a chimney. 


Choose the Nearest Meaning 


Which of the four words that follow each italicized word most nearly matches 


in meaning? 

intrepid: (a) timid: (b) undaunted: (c) complicated: (d) habitual 
pronouncement: (a) correct speech: (b) an advanced notice: (c) a formal an- 
nouncement: (d) a proposal 


3. quixotic: (a) questionable: (b) comical; (c) rapid: (d) visionary 
1. 
5 


. crucial: (a) decisive: (b) unimportant; (c) uncultured: (d) merciless 


politic: (a) partisan: (b) diplomatic; (c) legal: (d) courteous 
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Big Brother to the Compact! 


All-new Smith-Corona 400 


Battie eleiacelamelslelelimeelilece) M121 (-104 6) 
for-] dole} ame] mme-lelalomale)olelsmiil-ie-lahah'e 
(si ¢-\-10 1 gta als) olelamme) ©) ale) at-1 me) 
































= Push-button word control. . . pro- 
Wale -s-Mu ale) aent-] PM Ar-1h@e-ale me) 4el-lalel-te 
spacing...even right-hand margins. 


= Push-button Copymatic impres- 
Je] amore] ah dec) MMr-|-t-10) o 1-9 01-19 (-101 ae) a1 -4 bs 
nals, crisper carbons. 


= Automatic paper injector simpli- 
fies quick in-and-out handling of 
every page... perfect margins. 


















Smith-Corona Marchant Inc. 
410 Park Avenue, New York 22, N. Y. 


00 Please send more information on the 
200 Compact. 


() Please send more information on the 
400. 
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0) “50 Checkpoints To Help Improve Your | 
Office and Personnel Efficiency” 
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PERIODIC PAIN 


Midol acts three ways to bring 
relief from menstrual suffering. 
It relieves cramps, eases head- 
ache and it chases the “blues”. 
Sally now takes Midol at the 
first sign of menstrual distress. 








“WHAT WOMEN WANT TO KNOW" 
FREE! Frank, revealing 24-page book 
explaining menstruation. Write Box 280, 
New York 18, N. Y. (Sent in plain wrapper.) 
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Secretaries Tend To Be Conservative, according to Amer- 
ican Type Founder Company, Inc., which recently 
announced its entrance into the business equipment 
field with two offset duplicators. One of the ob- 
stacles to the sale of the new product is secretarial 
resistance to an unknown process: "secretaries are 
familiar with mimeograph machines and stencils and 
hesitate to change to paper plates and duplicators." 
A sales supervisor said, however, that, since a sec- 
retary takes pride in the work she produces, once she 
is converted, she prefers paper plates because they 
are easier to cut; give more perfect results; and 
errors are easier to correct. 


The Pot Boils Over. Of the many endorsements given 

the coffee break, perhaps the most authoritative 
assertion of its position today is contained in a 
decision handed down by the U.S. Court of Appeals in 
Denver. In overruling the attempt of a manufacturer 
to abolish coffee breaks, the judge said: "While no 
doubt they are beneficial to employees, they are 
equally beneficial to the employer in that they 
promote more efficiency and result in greater output. 
This increased production is one of the primary fac- 
tors that lead the employer to institute such break 
periods." (Pan-American Coffee Bureau.) 


Never Cast Green Eyes on the secretary to a United 
States President--present or past. Former President 
Eisenhower has a formidable amount of mail--2,300 
letters a week. And it's up to his long-time secre- 
tary, Mrs. Ann Whitman, to handle the correspondence. 
(Time. ) 


Footnote to Leisure: Moonlighting. One of the more 
remarkable achievements of the American economic 
system is our work week--it's down to 39 hours 
(although the majority of companies maintain a 40- 
hour basic week for clerical employees). But what 
do we do with these hours set aside for our leisure? 
More work--after twilight. Is the reason for this 
that we need more money for food and other essen- 
tials? Twentieth Century Fund doesn't think that's 
the whole story and plans to conduct a study to exam- 
ine the situation. How a nation uses its free time 
--in rest, play or more work--must surely tell much 
about the texture of its society. The study's 
results will be published in 1962. 


A BILLION DOLLAR COUNTING MACHINE is now available, 
introduced by Pitney-Bowes, Inc....POSTAGE STAMPS 
are printed at the rate of 50 million a day and 1,000 
tons of gummed paper used annually to print them. 
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The Human Side 





eorgia N. shares an office with an- 
other secretary. She works for Mr. 
Wilson, while Mavis works for Mr. Jones, 
his subordinate. Mavis seems to be 
usurping some of Georgia’s duties. When 
Mr. Wilson asks Georgia a question, 
Mavis supplies the answer before Geor- 
gia has a chance to speak. Mavis also 
gives Mr. Wilson telephone messages 
and information received from associates 
before Georgia can do so. 
Georgia wonders how she can remain 
“calm, courteous and even tempered” 
despite this constant irritation. 


Solving the Problem 


The important thing in business is to 
deliver information and messages as soon 
as possible. It shouldn’t matter who re- 
lays such tidings, providing the person 
has official access to the facts and re- 
peats them accurately. 

Mavis may have one or all of these 
motives: (1) she may think she is being 
helpful; (2) she may want to feel im- 
portant; or (3) she may be trying to 
impress Mr. Wilson, since he is the head 
of their department. 

In any case, Georgia should determine 
whether she is so insecure in her job 
that she regards Mavis as a rival for it. 
If so, she should sharpen her skills and 
find ways to become more useful. If she 
has no worries about job security, she 
can afford to let Mavis act like a know- 
it-all. 

However, if Georgia hates to have the 
other secretary get ahead of her, she will 
have to beat her to the draw. Since 
Mavis has all the answers and gets all 
the messages, it sounds as if she re- 
ceives most of the information firsthand. 
Maybe she is at her desk more than 
Georgia is. If that is true, Georgia would 
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do well to stay closer to the department. 
This would avoid some of the trouble. 

The situation also suggests that peo- 
ple may be more inclined to leave mes- 
sages with Mavis. Perhaps she is easier 
to approach. She may have cultivated the 
art of being a good listener; or she may 
write down each message and repeat it 
for the sake of accuracy and clarity. 
Georgia may have forgotten to relay an 
important bit of information at one time 
—this would dim her reputation for be- 
ing dependable. Or maybe the other 
secretary just appears more interested in 
what is going on. 

One way to cope with Mavis is to 
affirm her answers and then add some 
extra information to them. It might be 
better, though, to circumvent the problem 
by writing or typing messages and plac- 
ing them on Mr. Wilson’s desk. 

Georgia can also keep Mavis out of 
her hair by anticipating questions Mr. 
Wilson will ask and supplying the an- 
swers in advance. This will mean closely 
observing the projects he is working on 
and obtaining information about them 
without being told. 

Sometimes, in such situations, the of- 
fender is unaware that she is being rude. 
A frank talk or a good-natured approach 
may work. Georgia might say, “Mavis, 
let's make a mutual pact. I will answer 
Mr. Wilson’s questions and take care of 
his messages. When he or Mr. Jones 
asks you a question, Ill keep quiet. 
Otherwise, we'll sound like a choral 
group.” 

If Mavis is “jumping the gun” because 
she has little else to do and Georgia 
usually is busy, she might be willing to 
help Georgia with her work. People who 
have plenty to do are more inclined to 
mind their own business. 





This lassie 
never got home 





before 
PENDAFLEX™ 


I was working like a dog until all 
hours. The old-fashioned filing system 
in our office had me bone tired, 
panting for a break. 

Then we switched to Pendaflex 
hanging, sliding file folders. What a 
difference! Pendaflex folders slide on 
smooth metal rails . . . give finger-tip 
control of all files. No more pulling 
and hauling to open a file space. And 
exclusive Pendaflex “keyboard” 
selection means fast—and accurate 
—filing! Speed, ease and efficiency 
. . . Oxford Pendaflex has them all. 

This lassie comes home on time 
now; no unfinished filing to hound 
me. Pendaflex is a file clerk’s best 
friend. Why don’t you get all the 
facts—plus a FREE File Analysis 
Sheet and complete Oxford Catalog. 
The coupon is below. 

Oxford Filing Supply Co., Inc. 
Garden City, New York 
in Toronto: Luckett Distributors, Ltd. 


ford 


att 
IN FILING 





OXFORD FILING SUPPLY CO., INC. 
9-14 Clinton Road, Garden City, N. Y. 


Please send full information on 
Pendaflex “filing machines” plus free 
“File Analysis Sheet’’ and 60-page Oxford 
Catalog of Filing Systems and Supplies. 
NAME 
FIRM 
STREET 
CITY ZONE STATE 


| Name of your Oxford Dealer 
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RECOGNIZE THIS SIGNATURE? It belonged to Ts’ai Lun, the inventor 
of paper, 105 A. D. 


Many signatures can’t be recognized, due to handwriting habits, and sometimes due to the 
pen and ink used . .. but oftentimes it’s because of the paper. 


Modern business and office procedures demand clarity and neat appearance of paper work. 
PLOVER BonpD, the visibly better letterhead paper, is a white, bright, strong paper rigidly 
controlled during processing to top quality standards. Selected raw materials are combined 
with the purest papermaking water in the world to form PLOVER BOND. 


Business letters demand professional typing; professional typing deserves better paper. It’s 
this combination that enhances the corporate message, adds authority to the signature. 
PLOVER Bonb. Visibly better. 


PAPER COMPANY, STEVENS POINT, WISCONSIN 
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e@ Here’s a problem in division 
that’s solved by anything but math: 
a setting of enchantment cut in 
twain by a redhead and a blonde, 
fractioned into fan mail and 
brightly dotted with individuality. 

Guessed the answer? It’s the 
elegant apartment of stage, TV 
and radio personality Arlene Fran- 
cis—and working quarters for her 
secretary, Muriel Fleit. 

Let your imagination wander 
into the fabled world of Holly- 
wood and Broadway, to tree-lined 
Park Avenue and the home of a 
top star. Pretend that you are the 
one who reports for work in a 
building opened by doormen to 
the famous and the fabulous, to 
the women who wear furs in the 
morning to walk their poodles. . . . 

A scented elevator transports 





you smoothly to the floor of your 
choice, and at the end of the hall 
you have your pick of two doors 
to enter. Considerate, you open 
that leading to the more public 
section of the apartment, for be- 
hind the other are the few square 
feet of exclusion left to someone 
as well known as your boss. You 
move with the ease of familiarity 
down the large, light hall until 
you reach your destination. 

This is your office: a cozy library 
of white and green that sports a 
spotted leopard on the floor (his 
carnivorous days long since gone) 
and a wall of paintings to provide 
gay and colored contrast with the 
opposite side of the room. That 
side contains the stereo, silver 
service and record collection: more 
important, it holds some of the 


books that have given your boss 
her reputation of being A Reader: 
Boswell’s Life of Johnson, Freud 
—His Life and His Mind, a vol- 
ume of Churchill’s series on the 
Second World War, Kipling’s 
rose and poetry, a book on the 
FBI and the short novels of Colette. 
‘Midst these pages and many 
more, unnumbered lives come into 
the tiny chamber. Best of all, your 
office contains the acme of every 
secretary's dream—a couch. 

But now, although quite early 
in the morning, it’s time to hang 
up coats and get to the business at 
hand. For one of the duties of 
Miss Francis’ secretary, and a 
pleasant one at that, is to take in 
her coffee and go over the mail. ... 

Within the magic circle, day has 


begun. 

























MEET THE BOSS: 


Arlene Francis is the author of two books as wide 
apart in subject matter as her interest range in life. One 
is a cookbook (she likes to cook): the other attempts to 
catch the diaphanous. under the title That Certain Some- 
thing: The Magic of Charm. Therein she quotes Alec 
Waugh. British novelist: “Being in the presence of a 
charming woman is like being drawn into a magic circle 
where everything is fresher. cleaner. .. .” 

Those of us not privy to the world of entertainment 
know Miss Francis best, perhaps. as the bright panelist 
of “What’s My Line?”, a program whose popularity has 
been proved by its longevity (eleven years). The night 
owls among us find her one of the most popular replace- 
ments for Jack Paar. while still other fans acclaim her 
flair for acting (“The Doughgirls,” “Late Love.” “Once 
More. With Feeling”). 

Europeans learned of her vivacity when. as M. C. of 
NBC’s unusual television program “Home” (1953-57). 


she brought to viewers home life and places of interest 






whether meeting the press or packing, shopping or sorting 


in the areas visited. “Home” played an important part 
in her life—she still refers to it—and brought her Muriel 
Fleit. “When I was working on the ‘Home’ show I real- 
ized I needed a secretary full time. A close friend recom- 
mended Muriel.” They've been together seven years. 

The fact that she is “proper Bostonian” born has never 
dampened Arlene Francis’ personality. Her name con- 
jures up an aura of good humor, wit and quick laughter. 
On television she makes cosmopolitan sophistication a 
thing to be desired. and when one meets her at home she 
belies this image not at all. 

The visitor to her domain is caught up in lightness: 
her eyes sparkle as brightly as the diamond heart she 
wears; exuberance is equally her hallmark. (The heart is a 
constant—a first-anniversary present from her husband. 
actor-producer Martin Gabel.) She’s a good antidote for 
sleepiness: her apothegms keep the brain busy. A bundle 
of energy herself, a typical day in her life goes like this: 
go over the mail while having morning coffee. then dress 
for the whole day—for photographers. press, the ordi- 


nary public and the renowned. (Continued on page 53) 
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MEET THE SECRETARY: 


.. . After packing the bags and seeing the boss away. 
Muriel Fleit (pronounce it Fleet) went home to pack and 
join her. Since she’s never been to Europe before. this 
secretary profited from her boss’ advice and passes it 
along: take as little as possible and make sure what you 
have is drip-dry. 

“T can’t believe I’m going—that I'll ever get there.” 
she told us, admitting at the same time that she was too 
busy to give the trip much forethought. Her dancing 
eyes proclaim that she, too, has a taste for newness and 
excitement. 

The Fleit sense of humor straddles the Francis joie 
de vivre the way honey coats a fritter snapping on the 
pan. Muriel Fleit needs her outwardly easy manner be- 
cause life around the boss is hopping. In the office she 
kicks off her shoes, puts the coffee on in the morning and 
runs in to see how the roast is doing if the cook isn’t 
around in the afternoon. (Hasn't time for much cook- 
ing, though, and admits to a degree of timidity in the 


culinary arts.) She goes to the station to meet Peter 
coming home from school on the rare occasions Miss 
Francis can’t make it or does the shopping under her 
boss’ direction—*“One of the reasons I| like my job is its 
diversity.” 

A big part of her work is, of course, getting out the 
mail. Fan mail accumulates in unimaginable piles. 
which she keeps in a white cabinet behind the desk, until 
Miss Francis gets a chance to see it. But, she insists, 
“The mail is answered!” Muriel personally handles one 
or two pieces that wander in addressed to “The Shoeless 
One.” 

Tops on priority list is the thing she enjoys doing 
most: assisting in research for projects Miss Francis is 
engaged in. This assumes the most diversified forms. 
Aside from numerous dramatic roles. the star last year 
recorded “Bible Stories for Children.” She has a straight 
news show and the Sardi program five days a week, in 
addition to “Family Living” (recipient of the Peabody 
Award for public service in the betterment of family 
life )—all on radio. What with 


(Continued on page 54) 


they haven't a moment of boredom—and hardly time to breathe ... 
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“Don't Forget To 
Forward My Mail” | 
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® 
BY BARBARA WIEST 


@ The occasion may be Mr. Boss’ vacation, but more 
customarily it will be business: a convention, company 
meeting or annual dinner. Whatever the event, it’s up to 
his dependable, indefatigable, intelligent secretary (you) 
to make the necessary travel arrangements for an effort- 
less, problemless trip. Much of your planning, of course, 
will depend on the destination and object of the excur- 
sion, but some general guidance tips for the achievement 
of your ultimate goal—the perfect trip—are basic. 

Preparation for your boss’ trip will be more complex 
than it was ten years ago. It’s true that today it’s no 
more perturbing to attend a convention in Copenhagen 
than it is to make a speech at the Janesville, Wisconsin, 
Rotary Club—for the boss, that is. Since your role is 
that of writer, stage manager and director of his journey, 
however, you'll be a little more anxious about it. After 
all, you’re his personal travel agent and passport to ex- 
pedient and flawless travel. 

Most of your plans will be applicable to both national 
and international trips. Main pointers to remember are 
to make travel and hotel reservations, compose his 
itinerary, estimate and obtain expenses, assemble papers 
and reports to accompany him and enumerate the special 
duties to be completed by you in his absence. 

As soon as your boss notifies you of his pending trip, 
discuss details with him. You'll need to know when he 
plans to leave and return, how he wants to travel, which 
cities and how many he'll be stopping in. Determine the 
purpose of the trip and what arrangements peculiar to its 
business will be necessary to make before his departure. 

Does he have a favorite hotel? Find out. Will he need 
some form of local transportation? Suggest renting a 
car if he’s fond of convenience or needs a timesaver. 

Check company policy about expense accounts so that 
you can plan trip expenses accordingly, without exceed- 
ing your boss’ allowances. 

After proper appraisal of the trip’s requirements, you 
are ready to start working on the vitals: transportation, 
hotel arrangements and the itinerary. 

You will place your requests with: 

The company transportation department, if your 
company has one. A secretary in a large corporation has 
the facilities of a special transportation department in 
the same building. This department serves as a travel 
agent or deals directly with one. Your job is merely to 
see that all desired arrival and departure times. pre- 
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ferred 
hotels and 
local trans- 
portation § re- 
quirements are 
spelled out in detail; 
then follow through un- 
til all reservations are con- 
firmed. 

A travel agent. In a smaller com- 
pany, you'll have to arrange these details yoursell. 
communicating either directly with the various travel 
companies or handing over the responsibility to your 
greatest ally, a travel agent. Using the services of such 
an agency will save you a great deal of time. Plotting 
the trip yourself can involve endless phone calls, visits to 
transport offices, correspondence with hotels, figuring out 
connections and obtaining information about currency 
exchange, health and customs regulations if your boss is 
going abroad. All this can accumulate a pile of letters 
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and wasted time. Dealing with a specialist trained by 
experience will relieve you of much of the paper and 
telephone work. 
Do-It-Yourself. If the trip is a short one or if you 
live in a small town, you may prefer to make the ar- 
rangements yourself. Here’s how. 


To And From 


The transportation Tres- 
ervations you make 
will depend 


upon how 







your 


boss 


~ 
SS 





wants 

to travel. 

If the trip 

is long dis- 

tance, he will 

probably go by 

plane; trains will suf- 

fice to transport him to a 

city reasonably close to his home 

city. Telephone your train station or air- 

line for transportation information. Things you will 
want to know about planes and trains: 

a. Timetables for departure and arrival schedules. 
(Be sure you know how to read them.) 

b. Price of transportation and when the full amount 
must be paid. Both train and plane tickets and reserva- 
tions must be paid for and picked up by a certain date. 
Mark it on your calendar and enter a request for the 
proper amount of money. When you do pick up the 
tickets, check them carefully for date, correct time and 
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place. This eliminates errors and lasi-minute chaos. 

c. Whether the plane is a jet- or propeller-powered 
vehicle. Jet age adjustments are necessary——prop planes 
have been outdated and overtaken by swift jets. Depend- 
ing on air flight time, there may not be a meal served 
during the trip. If your boss is the hungry type (and 
most men are), specify “feed flight” when making 
reservations and he'll step off the plane well fed. 

d. Available train equipment. If your boss has 
work to do en route to his conference, he'll want a com- 
partment with privacy and working space. And are 
there roomettes for sleeping. a club lounge and a dining 
car? 

Make a note of the flight number, train number or 
license of a rented car so that you can add this informa- 
tion to the itinerary. 


His Home Away From Home 


Your employer will expect his hotel to be a close imi- 
tation of his home in comfort and convenience. Unless 
he tells you where he wants to stay, the selection of a 
hotel is more or less up to you. In discussing it with 
him, find out whether he wants to be near his meeting 
headquarters or whether he'd rather stay in a quiet hotel 
away from the business section. 





What type of room accommodations will he want—a 
suite for premeeting business conferences. or a cozy 
single with bath? 

If you are responsible for where he'll stay and you're 
unfamiliar with the city’s more renowned lodging con- 
veniences, consult a travel agent. State your boss’ prefer- 
ence in size. location and rates, and the agent will find 
a hotel to meet your specifications. 

Know what time he plans to arrive at the hotel, and 
allow for delays. Hotels usually will hold rooms only 
until 6 p.m. If his plane is scheduled to land late in the 
afternoon, indicate “late arrival” on your room request 
and his reservation will be held should he be detained 
past the deadline. 

After you've completed the preliminaries. contact the 
hotel you decide upon, tell them the dates of stay, time 
of arrival and type of accommodations desired. If you 
know of the trip well in advance, you can write for 
reservations and request a letter of confirmation. If 
you re pressed for time, wire or phone. And always he 
specific in your information. 

The hotel might be a member of a chain organization 
—if so. call the hotel of the same name in your city or 
town. Someone there will make reservations for you 
speedily by teletype or telegram. 


The Itinerary 


All the accumulated information will be woven to- 
gether into an itinerary. Be sure to list everything perti- 
nent to the trip—departure and arrival times, hotel’s 
address. business meeting date—and fit each appoint- 
ment into its proper hour. Type it and recheck its 
accuracy. 

If the itinerary is a very long and detailed one, type 
up a clear and concise one-page summary of it so the 
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bess can tell at a glance what the daily 
plans are. Keep both of these in an en- 
velope together with plane or train tick- 
ets and hotel confirmation. This envelope 
goes into his brief case along with car- 
bons of your room-request letters and all 
correspondence that must be read before 
arrival at his meeting. You might also 
include company reports, articles and 
other information pertinent to his busi- 
riess. 


How To Earn Extra Boss 
Appreciation 

Those are the basics, but they’re just 
like chocolate pudding without whipped 
cream—it’s the extra-special handiwork 
that will earn enthusiastic thanks. There 
will be innumerable _ boss-pleasing 
touches individual to his particular trip 
that you'll think of as you plan it. The 
following tips may help you think of 
others. 

1. When making reservations, be 
sure to ask the name of the person with 
whom you are talking. If it later be- 
comes necessary to make a change, or to 
reconfirm, you can speak directly to the 
person who took your initial reservation 
without wasting time re-explaining or 
trying to find out who helped you. 

2. Your boss may want to reduce 
traveling time by using a rented car. A 
car rental company such as Hertz will 
have a car waiting for him at the airport 
or train station upon request. You may 
not be able to get your boss into a hotel as 
close to his business place as he desires. 
If he has to stay on the outskirts of the 
city or at a motel, he'll definitely need a 
car to whisk him to early morning meet- 
ings. The kind of car he'll use will de- 
pend on two factors: his preference and 
the amount and size of luggage he'll be 
carrying. You may arrange for car rental 
directly through the car rental company 
or through a travel agent. 

3. You can also request car rental 
at the same time as you make trans- 
Atlantic transportation arrangements, if 
the trip is abroad. During your phone 
call to the airline or steamship company, 
ask to have a rented car to meet your 
boss and save yourself another phone 
call. Your request will be automatically 
confirmed to insure him of a car. If there 
is any rare exception to that guarantee, 
it is Europe during a very busy tourist 
season—but car rental offices always 
have this information in advance and 
make it available to travel agents or 
transport offices. 

4. As soon as you know of your 
boss’ trip, do some scouting to disclose 
any special events taking place in the 
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destination city at the same time your 
boss will be there. Centennials, sports 
events, other conventions all put a strain 
on accommodations. Put in your reserva- 
tion requests as soon as possible—espe- 
cially if you think there will be a scarci- 
ty of available accommodations. 

5. Make sure vour boss has enough 
money to cover all expenses—those ex- 
pected and unexpected. Suppose he 
reaches the airport in a major city like 
Chicago or New York that has helicopter 
service. You've already guaranteed res- 
ervations on it for him, but one thing 
you can’t guarantee is good weather. For 
a helicopter to operate, visibility must 
be better than good—helicopters fly low 
and if the ceiling (clouds) drops. service 
is curtailed. He'll know you're on his 
side if you've allowed him time and ex- 
tra money to take a cab, if necessary. 

6. Be certain that he has all the 
credit cards he needs, such as American 
Express, Hertz International Charge 
Card, Diners’ Club, Hilton Hotel, ete. 

7. Have travel information typed out 
on a card that can be kept in his billfold. 
Include the name of the train or plane, 
the address of the depot or airport from 
which he leaves, the berth number of the 
train, the flight number of the plane. 
Note any stopovers so he may make calls 
along the way, if he desires. This wallet- 
sized “triptik” will be very useful. 

8. When he dictates trip information 
to you, take down geographic names so 
accurately that there won’t be a chance 
of mistake in transcription. Refer to 
maps and check the spelling of unfamil- 
iar places. 

9. Check and recheck his brief case 
to make sure he’s carrying all papers 
and records necessary for conducting 
business during the trip and at his des- 
tination. Other items to include are the 
itinerary that youve labored over so 
conscientiously, memo pads, extra leads 
for his pencils, stamped envelopes, for re- 
turning correspondence to the office. 

A little forethought here will be a 
tremendous help—you might slip in that 
new catalog from the customer he’s plan- 
ning to call on. Then, while looking for 
something to read at odd moments dur- 
ing the trip, hell have a chance to study 
it and brush up on new ideas and proj- 
ects. 

10. Check his plans for entertaining 
in the hotel and arrange suitable display 
props, flowers, etc. 

11. When making plane reserva- 
tions, know his preference for seating in 
the cabin. And for train reservations, 
make sure his seat or room is not over 
the wheels. 


12. If he will be carrying parcels 
and you've been elected to wrap and tie 
them for travel, be sure the strings are 
secure to avoid spilling of the contents. 
You might attach handles for easy carry- 
ing. 

13. Time changes in different areas 
of the country are very important—make 
careful note of them. In the United 
States there are four time zones—Eastern, 
Central, Mountain and Pacific. The con- 
fuser in the whole system will be day- 
light saving time during the months be- 
tween April and October. Some cities 
adopt it, others do not. Again your travel 
agent is the authority to turn to—he will 
have a full list of standard times not on- 
ly for all of the United States but for 
different countries as well. 

14. Helicopter reservations can be 
made at the same time as plane reserva- 
tions. The crafts can take only a limited 
number of passengers and flights are flex- 
ible according to the weather. If he'll be 
allowing too little time between plane 
landing and his meeting, you'd better 
have him take a cab in. 

15. Hotel reservations handled by 
you through a travel agent saves long- 
distance phone calls. 

16. Find out about the detachment 
of cars. if your boss is traveling by train. 
If the train arrives at three or four in the 
morning and the uncoupling doesn’t be- 
gin until seven or eight, he'll relish those 
extra hours of sleep. Do whatever you 
can to make his schedule as convenient 
as possible. 

17. Make sure that your employer 
carries identification. Include with his 
itinerary an emergency address for him 
in case he gets stranded in some situa- 
tion in a strange city. He then won't be 
completely without help. The address 
might be that of the police station or of 
a business contact. 

18. Check his calendar for appoint- 
ments scheduled during his absence that 
will have to be changed, postponed or 
canceled. Make a memo for any pending 
business and discuss it with him so that 
you can handle it properly while he is 
away. 

19. If making reservations for his 
air transportation, remember to allow 
enough time between your boss’ arrival 
and the hour of the meeting. It takes 
time to claim luggage and get to the city 
from the airport. 

20. Make 


itinerary—the original goes to your boss: 


several carbons of the 


his wife may want one; other executives 
in the office may want to know his plans. 
One carbon stays on your desk for handy 


(Continued on page 48) 
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a secretarial job for the girl 
who wants to go placesP We say 


“Definitely yes”... 


@ J's both surprising and consoling, but 
—even as you and I—commercial banks 
sometimes find themselves short of mon- 
ey. This doesn’t mean they can’t transact 
their usual day-to-day business, but it 
may mean they can’t completely fulfill 
the money needs of the community they 
service. be denied 
loans that would help them expand their 
business or tide them over a temporary 


Businessmen may 


rough spot. 

On the other hand (perhaps not as you 
and I) another bank in a different com- 
munity may find itself with idle funds; 
i.e., money in its vaults that should be 
out in the market on loan, serving some 
need and earning interest for the bank. 

How can the two banks get together so 
that the supply of funds may be reason- 
ably distributed—to the bank that needs 
it and over the nation as a whole? One 
way is to go to the leading money brok- 
ers of New York's financial district, Gar- 
vin, Bantel & Company. On an average 
day Garvin, Bantel arranges the transfer 
of $500 million, most of it in Federal 
funds (money balances kept by commer- 
cial banks on deposit with their regional 
Federal Reserve Bank). Just as you 
might call a friend who gets paid early 
in the week and borrow enough to take 
advantage of a bargain sale, so a bank in 
San Francisco may call a Garvin, Bantel 
representative and borrow enough to 
transact its business until some outstand- 
ing loans come due. 

The company was founded in 1922 by 
senior partner George K. Garvin, who 
started in Wall Street in 1919 with a 
$12-a-week job. It now maintains seats 
on both the New York and American 
Stock Exchanges, helps keep in balance 
the depoit-loan ratios of 275 banks 
all over the country and offers the in- 
vestment community a “complete money 


September, 1961 


so does Anita Seits 
service’ to fulfill Mr. Garvin's slogan, 
“Money is our business.” The company 
holds no investments of its own and car- 
ries out its very profitable business only 
by charging a commission for its services. 

Handling money is always important; 
handling other persons’ money is im- 
portant and a tremendous responsibility; 
handling millions daily, sometimes by 
means of a simple phone conversation, 
can be nerve-racking. And co-ordinating 
all facets of such a business calls for an 
administrator who combines a knowl- 
edge of money, stocks and bonds; ad- 
ministrative ability: and a sensitivity to 
the human problems that come up when 
a staff works under tension. Filling the 
bill at Garvin, Bantel is a blue-eyed, 
delicate-complexioned former high school 
office secretary, Anita E. Seits. 


On a stormy day in 1955, Anita Seits 
looked out of her bedroom window and 
wondered if it was worth going out into 
the downpour to look for a job—espe- 
cially since she had retired from the 
business world just four months earlier. 
Finally she decided she would at least 
call Garvin, Bantel & Company and say 
that she wasn’t interested in the job as 
office manager. “Come down and try it 
for a day,” they said to her. 

“T felt that since I’d already made the 
supreme effort, which was getting out of 
bed on that horrible day, I might as well 
go,” Mrs. Seits recalls. She stayed that 
day, started work the next and, in Janu- 
ary of this year, became the first woman 
general partner in the firm and one of 
the small but ever-growing group of 
women executives in New York’s finan- 
cial district. 

When small, soft-spoken Mrs. Seits 
graduated from Brooklyn College in 
January, 1937, she(Continued on page 60) 
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@ Today's desk is a far cry from the old time roll-top. 
That desk of yesteryear was everything but an efficiently 
functioning unit. It was a storage cabinet with many 
little compartments for the preserving of “forget-me- 
nots” and it was a filing cabinet where all pieces of 
paper were dumped, then pressed down so that the roll- 
top could keep its contents from spilling to the floor. Its 
pedestals were square, flat-bottom pieces covering endless 
floor area. All in all, it was a monster. 

Thereafter, more attention was given to making the 
desk a working area rather than a storage unit and, 
above all, to making the desk an efficient work tool. Out 
came the flat-top desk of more modern vintage, and in- 
“secretarial” desk. 

The ten desks presented here are designed to enhance 
and modernize your office. Their practicality is dis- 
guised in fluid, streamlined designs, sleek woods and 
plastic finishes; maximum utilities within finger tip 
reach. Your dilemma? It’s twofold: which desk best 
suits your needs, and how to convince your boss it’s time 
for a change. 


cluded in this category is the 


The answer to the first poser will depend on how a 
particular desk will fit into your pattern of work. You 
may require a certain combination of drawer arrange- 
ments. You may need the expansiveness of an el-shaped 
station. The desk’s size must be determined by the size 
of your office. 

After you’ve made your choice (hard as it was), as 
you're ready to present your case to your boss. If you 
approach him with discretion and an armful of informa- 
tion about the desk, you may not find him as hard to 
soften as you'd imagined. After all, he’s just as interested 
in increasing your efliciency as you are. 

The ten desks pictured are only 
representative of many different 
secretarial desks—any of the 
manufacturers listed will be glad 
to send you information on 
their products. Determine the 
cost of your favorite and 
make a list of its advantages 
over your present desk. 
Show your boss a picture 
of the desk and give him 
all the facts you know 
about it. Chances are he 
may even decide to in- 
vestigate the possibilities 
of a new executive desk to 
match! 





rIGHT: A hinged wooden platform on the 
typewriter pedestal of this double-pedestal 
desk (No. 1523) folds down to store at- 
tached machine in vertical position; hinged 
door with magnetic catch and metal door 
stay hides it. Walnut plastic laminate or 
veneer tops the desk. From Knoll Associ- 
ates, Inc. 


FAR RIGHT: A Modular el-shaped station 
reduces waste motion and conserves maxi- 
mum space. The self-edge plastic laminated 
desk top is available in white and American 
walnut finish and the desk’s body is 
brushed aluminum hardware. Box drawers 
operate on nylon glides. Shown is No. 
7600T from Art Steel Co., Inc. 
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FAR LEFT: This double pedestal desk (No. 
6600.34, or 43 OT4B) offers a full writing 
surface and features an easily operated 
typewriter elevator mechanism. Other fea- 
tures: a four-inch overhang at the back 
and three card drawers. Available from 
Yawman and Erbe Mfg. Co., Inc. 


LEFT: Newest secretarial convenience is the 
Echelon stationery cabinet with angled 
shelves for easy grasping of stationery and 
typing supplies. When it’s time to refill, 
the cabinet is easily removed and carried 
to the supply source. Desk’s top and type- 
writer platform are laminated plastic. 


Manufactured by The Globe-Wernicke Co. 
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FAR LEFT: Solid walnut lumber combines 
strength and beauty in this double-pedestal 
desk. A typewriter platform securely sup- 
ports the typewriter; pedestal drawers are 
locked automatically by the center drawer. 
Equipped with brass drawer-pulls and base 
ferrules. Ask for No. 8093 from Indiana 
Desk Co.., Inc. 


LEFT: A behind-the-desk view of No. 
460-4L shows how desk-top clutter and in- 
drawer confusion are eliminated by space- 
planned drawers; typing supplies are hidden 
away under the _ typewriter platform. 
Laminated desk tops come in warm colors; 
sound-insulated panels reduce vibration 
and noise. From Shaw-Walker. 
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This typewriter wing is furnished with a 
stationery tray that fits into one of the box 
drawers after use. No. 9860-1 is equipped 
to handle electric cords from electrified ma- 
chines. Finished in steel, linoleum or high 
pressure laminate covers, it’s manufactured 
by Peerless Steel Equipment Co. 





A white Hila-Plas plastic top on the char- 
coal desk body will resist knocks, scratches, 
chemicals. The specially designed drawer 
fronts extend the pedestal’s full width for 
a clean, low-lined look. Secretarial desk 
No. 1060FL (or 1040 ETU, with extended 
typing unit as shown) is available from 
The General Fireproofing Co. 





Modern efficiency desk offers a choice of 
any drawer combination; typewriter has its 
own storage well. Rounded corners of re- 
silient vinyl molding locked in lifetime 
aluminum serve as a protective guard rail. 
Satin-finish chrome hardware complements 
decorator color combinations. No. AD-6493 
is from Haskell, Inc. 











Walnut wood pedestals lock from the knee- 
well of this model No. 100-13 from Group 
X. Legs are chrome-plated steel: vou have 
your choice of a walnut or plastic top. The 
desk’s equipment is standard: one partition 
in each box drawer, one set of hanging file 
folders, pencil tray in top drawer. From 
DoMore Chair Co., Ine. 
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@® Barring an indignant letter or two to our congress- 
men and a few determined but ladylike skirmishes with 
the municipal traffic bureau, our bouts of “crusade 
fever’ have been, since college days. rather limited. 
Naturally. we've done our share in all the “drives.” we've 
tried to vote intelligently and our interest in world af- 
fairs is dutifully alert. But deep 
down. we see ourselves more as 
Voltaire, for example, than as Joan 
of Arc 


ers. you understand, rather than 


. clear-thinking observ- 


inspired leaders of causes. 

Until last year. that is. 

When our series on working 
wives elicited a goodly number of 
letters on income tax inequities, 
we began our own research and questioning. When these 
began to indicate that most of the claims had a certain 
amount of validity. we began looking into the Federal 
tax problem more closely. In no time—it seemed—what 
had purported to be a vague dissatisfaction could. with 
justice, be developed into a genuine protest movement. 
Here was a real need for “i dress of grievances.” Was 
“taxation without representation” any better than “taxa- 
tion without comprehension”? We were beginning to be 
stirred up. 

Even the most objective could see merit in the modest 
claims of our readers . . . and also the chance of a good 
story: A New Vindication of Working Women’s Rights. 
We began polishing our armor. As it turned out. we 
might have saved ourselves the trouble. Based on our 
experience, wed suggest that all would-be champions 
take the trouble to look behind them before they start 
“marching as to war.” As it was. we'd gone miles down 
the road of righteous indignation before we sensed that 
something was wrong. Not only were the flags not flying 
and the drums not drumming. but there wasn’t one other 
crusader in sight! 

Actually, there should have been. In our opinion, at 
least—and in the opinion we've received off the record 
from many specialists—the 1954 Federal Tax Code is 
unrealistic, rigid, limited and coercive insofar as the 
child care allowance section is concerned. Now, just take 
it easy and let us explain. It all depends on the point of 
view ... and apparently there are several of these. 
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‘“The Trouble 
with Taxes’”’ 


By Jeanne Martinson 


Take the view of the Tax Department. We don’t 
doubt that they feel extremely generous in allowing a 
deduction at all. much less the magnificent sum of $600 
per year. We're also sure that in limiting the allowance 
to women, divorced persons and widowers, they are only 
doing their bounden duty in easing expenses in a broken 
family picture—the allowance having been designed to 
assist those responsible for the support of children. 

In families where both husband and wife work and 
file a joint return, the Department no doubt feels within 
its rights to restrict the full $600 allowance to those 
couples whose adjusted gross income is no more than 


the 


1.500 per year. For each hundred more of income to 
$5.100. $100 is subtracted from the total allowance. By 
creating the “hardship” limitation, the department prob- 
ably wishes to prevent abuses of the deduction allow- 
ance. Also. in order to make sure that all of these indi- 
viduals are actually spending money to care for children 
(or helpless invalids), they must file a long form return 
and itemize their expenses. Finally, the allowance—re- 
gardless of income—is cut off completely when children 
reach the age of twelve. 

Superficially, the plan seems well 
thought out—certainly, it’s a step 
in the right direction. It may also 
help, in appreciating the tax man’s 
point of view, if we understand 
what the experts agree is the basic 
principle behind our revenue tax: 
that equal amounts of income 
should bear equal tax liabilities. 
The experts also admit that there is great difficulty in 
its application. 

The most approving point of view. naturally, comes 
from those people covered by the allowance. This, how- 
ever. is a very small proportion of citizenry compared 
with the rest of the taxable population. For example— 
of all mothers working full time in June, 1958, and 
having children under twelve, there were only 308,000 
divorcées or widows. Another 231.000 had husbands 
who were absent from the household for various reasons. 
thus placing some of these women in the same tax cate- 
gory as the divorcée. 

In 1958. almost three million full-time working 
mothers were married women living in the same house- 
hold as their husbands. Figures for 1959 tell us, how- 
ever. that where family income ranged from $3,000 to 
$5.000 per year, more than one-third of the wives con- 
tributed less than 5 per cent of family income. Either 
they worked infrequently or had part-time jobs. As 
family yearly income went down. wives were, on the 
whole. able to contribute less to’ family income, though 
they were most likely to be working full time (this be- 
cause they were in domestic or other service jobs). And 
according to the Children’s Bureau figures. almost 23 
per cent of these children were cared for by their 
fathers. It is doubtful that these families are benefiting 
from an allowance, or are indeed entitled to it. For. 
where the children are not cared for by their fathers, a 


large proportion are cared for by (Continued on page 56) 
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. . you're the most harried 


® Poor you. 


soul in the office. You're overworked and, 
sometimes when five o clock comes, it 
seems that you haven't accomplished a 
thing. even though you're ready to col- 
lapse. 

Why does it take you so long to do 
some of those tasks that really ought to 
be completed in half the time? That pile 
of shorthand notes to be transcribed, for 
example. “Where did all that time go?” 
you repeatedly ask yourself after several 
sessions of dictation and fifteen typed 
letters. 

Relax—there may be relief in view. 
We've been wondering what bothers you 
around the office. Maybe there are un- 
tapped secretarial short cuts you don't 
know about. We've pooled ours to help 
you cut uselessly consumed office time 
and refurbish your shredded nerves. 

One of the first ways to slash time is 
to organize your shorthand notebook. 
There’s more than one trick to system- 
atizing your method of taking that dic- 
tation. 

You probably learned about these two 
after a few weeks of secretarial training, 
but we'll mention them anyway: draw a 
line through all transcribed material: 
and stretch a rubber band around the 
notebook cover to supply a bookmark 
and secure transcribed notes. Now let’s 
go on to some less familiar tips. 

Perhaps it didn’t take you long to get 
used to your boss’ dictation idiosyn- 
crasies. But perhaps it did and you're 
still not accustomed to them. Even if 
they are particularly formidable, you 
shouldn’t have that “going to the dentist” 
feeling every time you hear the dreaded 
words, “Come in and bring your book.” 
If he’s like most bosses, he has a favorite 
way of dictating—and, although it may 
not be your favorite way, it has adapta- 
tion possibilities. 

Does he hesitate frequently in his dic- 
tation and habitually make long changes? 
Several paragraphs later is he still cor- 
recting errors made in the first sentence? 
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Thwart him. Take his dictation in the 
left-hand column and reserve the right- 
hand side for inserting the changes and 
corrections. 

Do you use the traditional method of 
dating your notebook pages at the top? 
Don't. Date them at the bottom. Then 
when you want old shorthand notes in a 
hurry, a shuffle of the pages and a glance 
at the bottom will be quicker than lifting 
each page to see the date at the top. 

How effective are your rush signals? 
You don’t use any rush signals? Another 
timewaster. Then you have to search 
through pages of notes for that letter 
your boss wants sent immediately, or for 
the one with special instructions like 
“Check the file on those insurance facts 
before you send this letter.” Don’t trust 
your memory—carry a colored pencil 
with the rest of your notemaking equip- 
ment and use it to emphasize rush items 
or an especially important letter or 
memo. 

You might originate a set of signals 
individual to you and your notes. An 
obvious suggestion is to circle in red the 
name of the person the rush item is 
addressed to. Or you could write in long- 
hand a few key words of the message to 
catch your eye and emphasize its prece- 
dence. 

The old controversy about better-best 
for pens or pencils in taking dictation 
still persists. Usually it’s up to the in- 
dividual and how she happens to take 
dictation—but is yours too light, too dis- 
proportionate? Or does your arm get 
tired from leaning so heavily on the pen- 
cil? Then use a pen. You'll eliminate 
time wasted in puzzling over fuzzy out- 
lines. and you'll save trips to the pencil 
sharpener, too. Always check the pen’s 
ink supply, though, and, to be on the 
safe side, carry a pencil for emergencies. 

Where do you usually put special in- 
structions about carbons? The letter to 
A. C. Trout and Company may require 





three—but you didn’t notice that until 


you had finished typing the letter with 


one carbon, because the information was 
at the bottom of your notes. Having to 
re-type is not only tedious and frustrat- 
ing: it drains minutes from your day. 
Allow room at the top of each piece of 
dictation for special instructions for car- 
bons. 

As a further check for you when you 
transcribe your notes, your boss might 
give you each letter he is answering. Do 
you merely pile all of them on your lap 
for later sorting? You're making a mis- 
take. Choose some means of identifying 
a letter with its matching set of notes 





you might number your notes and use a 
corresponding number for the letter. 
You'll be grateful later when you don't 
have to leaf through a dozen letters to 
find the right one. 

Another tip: place each letter face 
down in a folder as you receive it. That 
will place the letters in order as they are 
dictated to you. 

Mr. Clark has requested you to star 
that letter going to San Francisco—it's 
urgent. You've already been in his office 
taking notes for more than an _ hour, 
which means plenty of pages filled with 
shorthand. Want a ready way to find the 
notes for the one that must be mailed 
first? Fold over diagonally one half of 
that page so it overlaps the notebook’s 
edge. You can’t miss it. 

Devise and keep a list of shorthand 
outlines for frequently used terms unique 
to the company you work for—and use 
them. 

And, for efficiency’s sake, keep two 
shorthand notebooks ready. One goes 
with you for lengthy periods of dicta- 
tion; the other stays on your desk with a 
clean page inviting unexpected memos 
from your employer. 

What a difference know-how makes in 
time slicing—why, it’s only 4:30 and 
youve finished the day’s duties. You 
even have a half-hour to check tomor- 
row’s appointments and tidy your desk. 
Happy leisure. 


Next month: transcription tips. 
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HE FABULOUS |] 


... furry toppers that are first cousins to the real thing— in « 








J is for jaguar, a large, powerful 
member of the cat family. He’s mean; 
his man-made counterpart is any- 
thing but . . . it’s flattering instead. 
Can you spot it in a pert beret 
banded with black grosgrain ribbon? 


O is for opossum, a small beast 
that prefers nocturnal ramblings. 
Fashion decrees otherwise—shapes 
his first cousin into a head-hugging 
hat that’s perfect for spectator 
sports. To help your search: these 
cousins are the wild, woolly kind. 





M is for mink, and any girl knows 
what that’s like. Lest you think it’s 
too rich for your purse, try the 
fake kind—a pillbox in the style 
of you know who. Then sit back 
and wait for the compliments. 









FAKES... 


in everything but price. Need proof... match the animal to the hat.. 





O is for otter, an animal of re- 
cent literary fame. Science—and 
fashion—captured him too 

look for a chic brimmed cloche 
trimmed with a grosgrain bow. 
Bound to impress all hunters. 



















S is for snow leopard, one of 
the most beautiful of. the cat 
family. Just as praise-winning, his 
fabulous fake in a face-framing 
turban spiced with black jersey. 
Quick—five seconds to match them. 


Z is for zebra, with the smart, 
smart stripes. A clever de- 
signer took note, added a bow 
and veil and, presto, date bait. 


Trouble matching? See page 48. 
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@ “Firsts” are always important 

from the first day at school to the later. 
more adult responsibilities of a job, mar- 
riage and children. But no matter what 
the undertsking, the most important 
“first” is a good first impression. This 
is particularly true when you start job ¢ 
hunting. Your appearance, after all, is 
the initial key to your personality for 
the busy executive. An attractive, well- 
groomed look will count in your favor 
almost as much as your shorthand and 
typing speed. It will certainly give you 
more confidence, a prerequisite both in your prejob 
interview and later on that important first job. 

To get the proper perspective on just how a girl should 
look as she steps into the business world, we queried 
some representative executives, all of whom seem to 
have very strong views on the subject. Then to find out 
how to achieve the proper grooming, we went straight 
to an expert, Madame Helena Rubinstein, famous as a 
beauty authority and as a career woman. Not surpris- 
ingly. the two views often coincided. The consensus of 
opinion—the “Glamour Girl” is fine in a photographer's 
studio or on a movie set but completely out of place in 
a business office. Even Plain Nell, if she isn’t slovenly. 
is preferable. 

Said one advertising executive: “If only job appli- 
cants would look as if they came to do a job instead of 
to win a beauty contest, we could take their often very 
high qualifications more seriously.” 

An obviously disenchanted personnel manager com- 
plained, “Although we certainly don’t want to go back 
to the time when a good secretary had to look like part 
of the office furniture, we do wish some of our younger 
female employees would stop thinking of the office as a 
kind of adjunct to the beauty parlor. Although an attrac- 
tive young woman is very pleasant to have around. we 
do think many of them overdo it. The place for silver 
and gold tinted talons and Mata Hari eyes is at a party, 
not at the typewriter.” 
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The most suc- 
cinct criticism 
came from a large 
shipping company 
executive who said, 
* “The office vamp 
may rate the most 
whistles but she 
‘rarely rates the 
/ plum jobs, because 
_nobody takes her 
| very seriously.” 

Madame Rubin- 
stein, too. firmly states. “The time for the femme fatale 
is after five . before then a young woman at work 
should be quietly attractive and well groomed. Charm 
and intelligence will get her further in an office than 
false eyelashes.” This does not mean, Madame cautions, 
that a full complement of make-up should not be used 
to bring out a girl’s potential, but cosmetics should be 
applied with a light touch, hair styling should be kept 
simple, clothes should be becoming, neither too highly 
styled nor too extreme. 

To help in achieving this correct, modified look, 
Madame Rubinstein gave us some specifics. Said she . 


*-. 


Make-Up 


a) Give yourself enough time in the morning to put 
your make-up on in a relaxed way. Haste makes waste. 

b) Always start with a clean face. An immaculate 
skin is the only proper base for make-up. Once you’ve 
washed the sleep from your face (preferably with sci- 
entifically prepared washing grains that really cleanse 
down under), give it a good creaming if it feels dry and 
taut. Wipe the cream off and end with a good freshening 
lotion or a dash of cold water to stimulate the skin. 

c) Apply your foundation to your properly cleaned 
skin with a very light hand, indeed, and be sure to use 
the correct shade. Nothing will give you a masklike look 
as quickly as too heavily applied foundation or a shade 
that doesn’t complement your particular skin tone. If 
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you're making up for the job. leave the cosmetic sleight- 
of-hand tricks to the model who needs them on her job. 
Be sure to bring your foundation make-up down to your 
neckline. 

d) If you’re using a liquid rouge, this is the time to 
apply it. Again, choose your color carefully. Make cer- 
tain it mates well with your lipstick shade and blend 
it carefully, high on the cheek bones, upward and out- 
ward toward the temples. (Dry rouge should go on after 
the powder. ) 

e) Next comes your powder, pressed or loose, in a 
shade keyed to your make-up base. Powder heavily all 
over your face and neck. Wipe or brush off the excess 
for an even, smooth look. 

f) Now it’s time for your eyes. Brush any excess pow- 
der out of your brows and lashes. If your brows need 
reshaping or darkening, use a soft eyebrow pencil in 
short, deft strokes. If your brows are too light but thick 
enough or well shaped, brush a bit of mascara on in- 
stead. Next the lids. Although up to now eye shadow has 
been frowned upon in the office, the current popularity 
of this item makes it acceptable when it is used subtly. 
To highlight and brighten the eyes, add just a touch of 
shadow along the lower lid. Leave the more pronounced 
eye coloring for evening. Now you're ready for mascara 
and a bit of eye-liner if you use it. A thin, inconspicuous 
line just over the lashes will enlarge your eyes and, when 
applied lightly, will not give you an overdone look. Mas- 
cara should always be brushed on lightly with an upward 
sweep. the excess brushed off with a dry brush to prevent 
“heading.” 

g) Your lipstick comes last. If you are clever at using 
one of the lipstick outline pencils, it will help you to 
achieve a clean lipline. This pencil is also good if you 
are redoing your natural lipline for a more flattering 
one. Next, fill in with a lipstick brush. Blot your lips. 
powder over them and repeat the process. This will help 
to keep your lipstick on longer. 

h) When your make-up is complete, wet a large piece 
of cotton or tissue or a face cloth in very cold water: 
wring it out thoroughly and pat your face with it. This 
easy trick will not only “set” your make-up but will also 
get rid of the chalky look and add a dewy quality to 
your face. 


Hair Styling 


a) Decide on a hair style that is most becoming to 
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you. Make sure you can maintain it yourself without 
elaborate setting. Leave the extreme Italian and French 
high fashion styles for weekends. 

b) Keep your hair clean and shining. It’s true that 
there are all sorts of wonderful tints and rinses on the 
market today that are as effective for dull, discolored 
or mousy hair as cosmetics are for the face, but nothing 
will ever replace cleanliness and a good brushing. 

c) If you need it, do use an attractive rinse in a shade 
that suits and enhances your original coloring. Don’t 
get too adventurous. Extremes in hair coloring look 
better under night club lights than under office fluores- 


cents. 


W ardrobe 


Choose office clothes with great care. Soft, neutral 
colors that are becoming are preferable to “high” shades, 
fashionable though they may be. They'll wear better. 
Don’t buy fad fashions. They have a very short life- 
span. Make certain your clothes fit properly and have 
a becoming skirt length. Too tight, too short skirts that 
creep to mid-thigh when you're typing are not a par- 
ticularly attractive prospect. Most important, follow these 
three unbreakable rules: 

a) Keep your clothes immaculately clean and well 
brushed ... your shoes shined properly. 

b) Keep your clothes in good condition. Make sure 
all buttons, zippers, snaps, etc., are replaced as soon as 
they go. 

c) Always accessorize your clothes tastefully. You 
can exercise imagination in this area. A good pocket- 
book is always a worthwhile expenditure, gloves a ne- 
cessity. Hats are optional, except when you're job hunt- 
ing. Then, when your over-all look is important, a hat 
will give you an air of good grooming and poise. 

To maintain your carefully achieved office look (and 
to freshen your make-up for after-office socializing), 
Madame Rubinstein suggests that you keep a grooming 
kit in your desk drawer. It should contain: 

@ Cleansing pads or a favorite cleansing cream and 
freshener, cleansing tissues 

@ Hair spray and bobby pins 

@ Comb and brush 

@ Nail polish remover and polish for touch-ups 

@ Your favorite cologne for an afternoon pick-up 

@ Toothbrush and tooth paste, mouth wash 

@ Clothes brush, pins, needle, thread 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Three of the Gregg Short- 
hand Manual Simplified. This material is counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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BY PEGGY NORTON ROLLASON 


@ After the thrill of your first real job 
this summer, it must have been difficult 
to leave the business world—the stimu- 
lating new experiences, the coffee breaks, 
the pay checks, even the hard work. But 
vou did return—to the familiar routine 
of classrooms, teachers, books and home- 
work. 

You've made the right decision, how- 
ever. During the summer months you had 
a chance to see how your struggles with 
English, history, mathematics, spelling, 
typewriting, shorthand, bookkeeping and 
secretarial practice have been preparing 
vou for the responsibilities of the busi- 
ness world. 

If you were really observant, you 
noted, too, that people who complete 
their formal education—and _ continue 
studying and learning on the job—are 
those rewarded with the most challenging 
jobs, broader responsibilities, greater rec- 
ognition and larger salaries. 

Sir Francis Bacon, England’s early 
seventeenth century essayist, philosopher 
and lord chancellor. 








might have been 





speaking directly 
to you and your 
classmates when 
he wrote: 
“Studies 































serve for delight, for ornament, and for 
ability. Their chief use for delight is in 
privateness and retiring: For ornament 
is in discourse; And for ability is in the 
judgment and disposition of business.” 

It is important to realize that you can 
experience the same thrill in school work 
as you did when the personnel inter- 
viewer told you, “Please report for work 
on Monday morning.” 

Just how can you give your school 
routine new luster and purpose? 

® By determining to put that “extra 
plus” of youthful enthusiasm and initia- 
tive into doing your best work every day. 

@ By translating your summer experi- 
ences into guideposts to improve the 
quality of every school assignment. 

® By producing work that will satisfy 
the most critical executive that a poten- 
tial secretary might encounter. 

@ By imagining yourself a beginner in 
a central stenographic office and your 


‘teacher the supervisor who is helping 


you prepare for a promotion to junior 
secretary. 
Here are a few suggestions that will 
help you give that “extra plus” to 
work: 
Plan Y our Own “Enrichment” 
Program 


We hear a lot today about spe- 
cial programs for students with 















































exceptional ability, but you can 

provide your own tailor-made en- 
richment program. 

One of the most important 

assets a secretary can possess 

is a voracious appetite for 

all kinds of reading. She 

must know what is going 

on in the world about 

her. She must read 

the daily 

pers, business and 


newspa- 





trade magazines 






















and anything else that will help to 
keep her well informed. If you don’t 
enjoy reading the newspapers, get a copy 
of the New York Times brochure, “How 
to Read a Newspaper.” It will clear 
away the cobwebs and show you how to 
enjoy such vital reading. 

Visit the public library’s publication 
room and ask to see copies of such 
widely read business magazines as Busi- 
ness Week, Fortune, Financial World, 
Management Methods, Think. 

While you’re there, deliberately seek 
out those books you might ordinarily 
bypass. Try reading John W. Gardner’s 
Excellence or William Lederer’s A Na- 
tion of Sheep, for a new viewpoint. Ex- 
plore Barbara Ward’s Five Ideas That 
Shaped the World. Yes, they're deep 
reading, but as a secretary you will be 
working with men and women who find 
such reading provocative—and you will 
have to keep up. 

As you read papers, magazines and 
new books, set up your own clipping file 
of copies of articles that have special 
appeal to you. Establish a card file with 
brief comments, notes and quotes from 
each book you explore. This could be 
the beginning of a speech reference file 
such as you may have to keep for your 
future employer. 


Establish Good Work Habits 


Work habits can be divided in two 
categories—those connected with physi- 
cal surroundings and those concerned 
with the order and system by which you 
will work. 

Take the time now to study the facil- 
ities for doing your homework. How 
do they compare with those you had on 
the job? If you don’t have a desk in 
your room, or a quiet corner where you 
can work at a well-lighted table, see 
what you can do to improve the situation. 

If you are used to lounging on your 
bed or in an easy chair with the radio 
or record player going full blast, break 
yourself of these bad habits. You won't 
have such liberties in an office. 

Get rid of that clutter of old papers, 
letters and souvenirs that clogs your desk 
drawers and distracts you. Provide your- 
self with well-sharpened pencils, pens, 
eraser, pads, typewriter paper and any 
other tools you need. 

See that your reference books are 
near at hand. You should have your own 
dictionary, of course. Begin now to in- 
vest in a collection of paperback refer- 
ence books that will help you in any job. 
Browse through a paperback shop and 
you will find many, such as the current 


World Almanac, Roget's College The- 
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saurus and Bartlett's Familiar Quotations. 

The ability to recognize first things 
first, to organize your assignments in the 
proper order and to complete your work 
with a minimum of self-interruption and 
backtracking is not easy to acquire. You 
have to keep at it in school and later in 
business. If your school does not have 
a copy of A Road to Secretarial Success 
by Irene Place and Madeline S. Strony 
(McGraw-Hill), spend some of your sum- 
mer money on a copy for yourself. 

You will find Chapter 5 especially 
helpful in pointing out how to schedule 
a variety of assignments in the office. 
These suggestions will work just as well 
with schoolwork—you can establish your 
own priority lists so you are never caught 
unprepared in class. 

None of these preparations will help 
in the least, however, if you do not set 
a definite time each evening for closing 
the door firmly on all distractions. Re- 
fuse phone calls and forego your favorite 
television shows if necessary. 


Develop Your Typing Skill 

Take every opportunity to improve 
both your typewriting skill and your 
secretarial judgment. Type every page as 
though it were a thousand dollar manu- 
script for the Saturday Evening Post, 
a professor’s letter to the editor of the 
New York Times or your own applica- 
tion for the position of secretary to the 
president of IBM. 

Don’t be content with sloppy, uneven 
margins, strikeovers, or other “rough 
draft” liberties. Do not crowd the pages 
for the sake of saving a sheet or two of 
paper. Be consistent in your format. 

The practice of 
thoughts in writing, rearranging and im- 
proving sentences and paragraphs and 
setting up the final copy in attractive, 
eye-catching style will be more than re- 
paid by your increased confidence on the 
typewriter—at home, in school and in 
the office. (Your marks should improve 
considerably, too!) 


Use Your Shorthand 


In addition to classroom dictation 
and homework practice, make shorthand 
a part of your everyday life so that it 
becomes second nature to you. 

Offer to handle the family business 
correspondence, taking dictation and 
transcribing it. Try to catch your favorite 
news commentator or other speakers and 
transcribe the notes for additional prac- 
tice. 

Take family telephone messages in 
shorthand. Record highlights of your 
own phone chats—an invaluable asset 


organizing your 


when you finally become a secretary. 
Suggest that your teacher organize a 

shorthand penpal exchange with another 

school and participate regularly. 


Organize a Job-Hunting Campaign 
With another nine months ahead of 
you before you can work again, why not 
conduct a personal survey of those com- 
panies where you might enjoy working? 
Check the Sunday classified adver- 
tisements for an idea of the type of 
positions being advertised, current re- 
quirements and salaries offered. 

Write to personnel managers, asking 
for product literature, company back- 
ground and any information they can 
give you concerning job possibilities for 
beginners in their firms. 

Your guidance counselor will be able 
to provide general material about many 
fields, but the experience of composing, 
typing and editing your own letters of 
inquiry is one you will enjoy. Acknowl- 
edge each reply with a brief thank-you. 

Study the answers you receive as a 
further indication of the reception that 
might be accorded when you actually ap- 
ply for a position next summer. Based on 
the information provided, try to deter- 
mine which companies are best suited to 
your particular abilities, interests and 
educational background. 

Keep your files in apple-pie order. 
Maintain a tickler file for those inquiries 
to which replies are slow in coming. 
Send a follow-up note after one month’s 
wait. 

Practice writing a résumé of your 
qualifications—education, special inter- 
ests and hobbies, after-school or summer 
jobs. 

Note: Before beginning any of these 
job-hunting projects, check with your 
teacher to be sure you are not “jumping 
the gun” on her work plan. 


Join a Junior Business Association 


If your school does not already have 
an active chapter of the Future Business 
Leaders of America or the Future Sec- 
retaries suggest 
teacher that inquiries be made. 


Association, to your 


Practice the Art of Selling Y ourself 


Perhaps it has not occurred to you 
that a secretary is, in reality, just as 
much a salesman as the clerk in the 
corner drugstore. 

In a recent issue of This Week maga- 
zine, Wilfred A. Peterson wrote, “Every- 
body Sell!” You can adapt this excellent 
creed to your school life now and your 
business life to come. Note some of Mr. 

(Continued on page 57) 
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RANSCRIPTION 
CORNER 


The letters below have a number of errors—errors that 
you, of course, would never have in the letters you send 
out. Our secretary, however, overlooked them when she 
proofread, See if you can find them, then turn to page 67. 








© 


Dear Mr. Thomson: 


Fall is hear again! As you enjoy it's 


pleasant days you must find it hard to 
think of the unpleasentness of last win- 
ter's weather. But this here is the 


time to prepare for the icey, wintery 
gusts of the coming cold months. This 
is the time to put up those storm wind- 


OWS. 


We can hear your complaints at the 
thought of this yearly chore. But we 
want to help you! For a modest sum 

we will equip your home with our alu- 
minum storm-screen combination windos-- 
no more putting up and taking down of 
windows and screens with the change in 
seasons. Our representative will ce2ll 
at your home at your convenence and, 
give you an approximate estimate of 

the cost. Call us today for an appont- 
ment! 


Cordially yours, 














2 


Dear Subscriber: 


Next month your subscription to "This Is 
our World' will expire. We feel sure 
that you will want to enjoy this intres- 
ting mag. for another two more years. 
For your convenience, therefor, we have 
inclosed a subscription renewel form and 
a stamped returned envelop. 


Wouldn't you be happy to recieve a 
free copy of our most recent book,"Tr- 
avel With Us from east To West? We 
will send you such a copy if you will 
only take advantage of our special off- 
er. Instead off subscribing for two 
more years, just send us a check for 

a three-year subscription. You will 
recieve your bock a few days after 

we recieve the check. Don't miss this 
unusu3l oportunity! 








Cordially yours, 
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WORLD-WIDE (spelling): Note that this word is hyphenated, 
as are county-wide, country-wide, city-wide, state-wide. 
Nationwide, however, is one word. 


2MOBILE (meaning): Readily expressing changes in feeling. 


3SUBTLE (spelling): Note the silent b. 


4LARDED (meaning): Enriched. 
SAPHORISM (meaning): A short, pithy (having substance and 
truth) sentence, stating a general doctrine or truth; loose- 


ly, a maxim. 


S5IMBUED (meaning): Saturated. 
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AIM FOR THE TOP 


T Was A rather pleased young woman 

who left this office a while ago with a 
120-word shorthand speed certificate in 
her purse. She had come to us to take 
these tests to see if she still had the 
skills that would enable her to accept an 
overseas job she had been offered. For 
the past three years, this secretary had 
been writing her own letters without dic- 
tation. She didn’t think that she had lost 
speed, because she used shorthand con- 
stantly in her work: but in order to sup- 
port her qualifications for the job, she 
wanted the credentials. This young 
woman took an _ unofficial shorthand 
speed test for five minutes at 130 words 
a minute and transcribed her notes per- 
fectly. She plans to try now for the 140- 
word test. 

This is indeed evidence that shorthand 
and typing skills are rarely lost once 
they have been mastered. That is why it 
is so important to every beginner to 
learn the subjects well. The foundation 
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of your success will be laid in the first 
few weeks of study. and your constant 
practice will build the knowledge and 
skills you need to make you a first-rate 
secretary. 

Because this is the month when hun- 
dreds of thousands of young men and 
women are tackling the job of learning 
shorthand and typing for the first time, 
this article is directed to beginners. Fin- 
gers will seem to be all thumbs at first 
in typing: but, by applying the tech- 
niques in your textbook. you will quickly 
be able to bring about an ordered and 
systematic development of speed and ac- 
curacy. The shorthand symbols at first 
glance may look as unreadable as a lan- 
guage you have never seen _ before. 
However, not only are they easy to learn 
but, once you have learned to write them 
accurately, they will be infinitely clearer 
and more readable than longhand. 


LEARN TO WRITE good notes in shorthand 


Forty-two years of service, over six million awards 
distributed, hundreds of articles published . . . that’s 
Florence Elaine Ulrich’s record for Gregg. Now that she’s em- 
barking on a well-earned retirement we plan to republish 
what we consider to be the best of her monthly articles 
. .. so that students, teachers and secretaries can still 
benefit from her inspiration. 





from the start. Study the formation of 
characters as shown in the penmanship 
studies in your textbook and on the 
Gregg Shorthand Corrective Slide. Write 
shorthand legibly. swiftly, lightly, easily 
from the beginning. All the characters 
and many of the combinations that you 
encounter in shorthand you have written 
over and over again in longhand. 

Our purpose is to encourage you to 
learn well the fundamentals of secre- 
tarial skills. To determine whether or 
not you are writing good notes, we in- 
vite you to take the OGA Tests (pub- 
lished in each issue of this magazine) 
for membership in the world’s largest 
organization of shorthand writers—the 
Order of Gregg Artists. The OGA was 
founded by Dr. John Robert Gregg in 
1912, and many now-famous men and 
women have been included in its well 
over a million members. 

More than thirty thousand students a 
year receive membership in the OGA. 
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Now it is your turn to try the tests. The 
OGA Junior and Senior Membership 
Tests for this month are below. Practice 
writing the tests until you can make the 
notes rapidly and smoothly. 

Attractive shorthand speed certificates 
and pins will then be soon within your 
reach. They are available at 60, 80. 100 
and 120 words and higher speeds. There 
is also an award for passing a shorthand 
theory test. 


OGA 


' 
' 
' 
' 
' 
' 
' 
‘ 
' 


(Order of Gregg Artists) 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light. smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OGA certificate or pin. 


OGA 


SENIOR 


' 
This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to =! 

write anybody-can-read-it | 

Gregg shorthand notes. 
} 

} 


Emphasize good proportions, a uniform 
slant and very smooth joinings. 
If you can qualify by penning a 
good copy of this material, 
you will get the 
Senior OG A certificate or pin, 
thereby becoming 
a full-fledged member of — 
the Order of Gregg Artists. 
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Your accomplishment in typing accu- 
racy and speed will be rewarded. too, 
and you will want to join the hundreds 
of thousands of typists who have become 
members of the Order of Artistic Typists. 
The membership tests for this month, 
with instructions, appear on page 41. 
Typing speed certificates and pins may 
be earned on the Competent Typist Test 
on page 42, beginning at 30 words a min- 
ute and ranging upward. 


i OO cage | co 





SET youR GOALS Now. The secretarial 
course will seem shorter and much more 
exciting if you set up a program of the 
awards you want to earn and work each 
month to win them. These awards are 
excellent credentials to show a prospec- 
tive employer when you apply for a job. 
Some firms are even offering the pro- 
gram to their secretaries as an incentive 
for skill development. “Each award that 
(Continued on page 67) 
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IMITATION 


Shorthand students may learn valuable lessons by watch- 


} ing more experienced shorthand writers. It is one thing to 
: s / ) sie 
thing to observe the continuous writing of the experienced , 





explain the desirability of writing continuously and another 


writer. Such an opportunity enables the student to see where : (Order of Artistic Typists) 
his methods are weak and where the experienced writer’s ! 
hails st ie ‘Type this article on a full sheet 
methods are strong. ' of plain white paper and set 
Observe very carefully everything expert writers do, and | it up as attractively as you can. 


from their success and failure learn what to emulate and To qualify ber an award, your week 


what to avoid. In other words, first try to follow the correct must be neat, accurate—no 
; strikeovers or typographical errors, 


writing methods by pursuing your studies diligently and and well-placed. No erasures 


listening carefully to every helpful suggestion offered. As a are permitted. 
further aid to doing the right thing, imitate the methods of Practice the material as many times 
any successful writers you have the opportunity to meet and 6 a See eee ae ee ae 


best copy. 


to observe. 


To Get Your Award 





' Mail your work to the Gregg Awards Depart- 

—— Ch ment (16th Floor, 330 West 42 Street, New 

MOST FIELDS that GRA at GRAPHIC D Designers York 36, New York), accompanied by the 

aia Art Directors are working in will bé covered in a forth- correct fee: 15 cents for each certificate; 50 

oming issue of our new publicetion, Design. In fact, several cents for each OGA, OAT or 50-word CT 

graphic design leaders ere serving as "Guest Editors," round- pin: 75 cents for each higher-speed CT award. 

ing up what they consider to be the most significfnt develop- ‘  @ Be sure your name and address appear on 

ments in eo respective fields. your paper. @ Any group of papers submitted 

should be accompanied by a typed list of 

These are some of the fields thet will be covered: names, designating the award desired by each 

candidate. @ Test applications received with- 

"Industry's OWN DESIGNERS" by John Eckerman, Director, : out fees are held thirty days only. . Each 

—— : . . Competent Typist Test must be certified by 
Corporation of America : ” : : 

' the timer. The certification should read as 

"TUR ART DIRECTOR TN TUR ANVERTTCING AGENCVH hy Pant follows: “I hereby certify that I timed this 

THE ART DIRECTOR IN THE ADVERTISING AGENCY" by Paul ' test for exactly ten minutes and that it 

-ISmith, President, Henry Holmes, beds— © was written in accordance with the rules.” 


e September copy is good as membership 
tests for OAT. CT (page 42) and OGA 
awards until October 25, 1961. 


"INFLUENCE OF MODERN ART" by Burt Holden, Design Director, 
Art Products, Inc. 


] "The Young Designer" by instructors in several wellknown 
, SChOOlLS we —nastiew ee het eeres sa 





. "GRAPHIC DESIGN AND OUR COMPANY" by topflight management 
executives 


"THE FUTURE IN DESIGNI 
sis PU Sus 


IN DESIGNING" (editor to be announced) 
Through the skilful use of words and pictures, DESIGN dramat- 


i aE TT RRR 
ically unfolds the colomffl, creative story of the modern trend 
in graphic design and evaluates the work of modern designers. 


' Every issue of DESIGN will stir your imaginetion by giving you - 

: actual samples of whet is new and unicue# ip paper, photography, . 
: advertising, design, type, lettering, color;jpackeging and other 
; features. i 
; DESIGN will stimulate your creativeness through discussions by 


leading art directors, dewigners, typographers and illustrators. ' 

DESTAQN a h v in ac ? tnretaeht+ anA waur if ~_ he 

DESIGN can help you increese your insight and your income by ' 2 ae ale 

providing a constant source of ideas that are new, alive, trend For the Senior OAT Award, type a 
setting corrected copy of the advertising 
. ililfee ' S 
' 
' 
' 





material alongside. Make it 
: Why don't you take this opportunity to obtain DESIGN for your- look as interesting as you can. 
' J : ae e “ “a : a 
self and for the members of your stgff: You may examine a free 


copy of DESIGN if you ere not scquainted with publication. You may retype the copy as many 
€ 





If you then wish to continue to recfj@re the magazine, sign and : times as vou wish until you 
return the enclosed special uniammien wine coupon. feel that the entry you are 


submitting represents your very 
Ah i OO Ee | best work. 
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competent typist lest 


(THIS COPY SHOULD BE DOUBLE SPACED.) WORDS 


Advertising is the bulwark on which 
many of our freedoms are built. Some 
of these freedoms are as small as the 
choice of a tube of tooth paste, and some 
are as large as the exploration of outer 
space. However, large and small, they 
are the open gates through which we 
can constantly expand the scope of our 
lives. 

Advertising makes possible the mar- 
keting of goods and services, encour- 
ages competition among businesses and 
assures the people of free countries a 
choice between competing products. As 
a result of this free competition, adver- 
tising gives us freedom of enjoyment, 
because the makers of competing prod- 
ucts must price their goods as low as 
possible. And when the cost of neces- 
sities is held to a minimum, people 
have money left for recreation and 
entertainment. 

Advertising gives workers freedom 
from much exhausting physical labor— 
and a greater choice of ways to earn 
a living. By increasing the demand for 
products, advertising makes mass-pro- 
duction methods possible, necessitates 
the use of gigantic machines to carry 
tremendous weights and creates a labor 
market in which intelligent man hours 
are more vital to the economy than 
horsepower. 

Advertising also gives jobholders se- 
curity by sustaining a demand for prod- 
ucts and giving financial stability to the 
company that makes them. 

Most important of all, advertising 
gives us freedom of knowledge. It is 
true that every public means of com- 
munication in the United States is 
supported by the advertising it sells. 


This material (written % 
1960-61 National 
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7 
15 
22 
31 
39 
47 
54 
62 
63 
70 
77 
85 
93 

101 
109 
116 
123 
131 
138 
146 
153 
156 
163 
170 
177 
185 
193 
200 
208 
216 
223 
230 
233 
240 
248 
256 
262 
269 


276 
283 
290 


298 





To compute speed, note the number indicated at the end of the last line 
you copied completely and add 1 for each additional 5 strokes typed. To 
get the gross speed, divide total by number of minutes; or, to get net 


speed, subtract 10 for each error before dividing by number of minutes. 


More than five errors disqualifies a Competent Typist Test for an award. 

WORDS 

But this does not make advertising an 306 
evil force. Without several thousand _ 313 
trade publications that cover individual 322 
segments of our industrial fields, man- 329 
ufacturers would not know of new 336 
machinery and techniques available, 343 
retailers might never learn of new 350 
products available for their stores and 358 
doctors would have to leave their pa- 365 
tients and return to medical school in 373 
order to keep abreast of modern medi- 380 
cal research. 383 
Without radio and television, we 39 
would be unable to hear the voices of 397 
our national leaders. During a political 406 
campaign, the men for whom we vote 413 
can become almost as familiar to us as 421 
members of our families. As a result, 428 
we choose our candidates confidently, 436 
because we know them—thanks to the 443 
media of advertising. 448 
Without newspapers and magazines 454 
we would have no knowledge of impor- 461 
tant events that take place half a block 470 
or half a continent away from our 476 
homes. Newspapers, often sold for less 484 
than the cost of the paper and ink, can 492 
give us facts from all over the world 500 
in a matter of hours. Magazines, which 50 
are published at a more leisurely pace 516 
but are still supported by their adver- 523 
tising pages, can utilize their staffs 531 
and free-lance writers to find the long- 539 
range trends or to explore subjects that 547 
will interest and inform their readers. 555 
Advertising has been strongly criti- 562 
cized and sometimes weakly defended. 570 
Perhaps the greatest commentary on 3577 
advertising as a force for democracy is 585 
that there is no advertising industry 592 
behind the Iron Curtain. 598 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Ann Lander of Thomas Jefferson High School, Dallas, Texas) won First Prize in the 
igh Schoo! Editorial Contest, sponsored by the Advertising Federation of America. 
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GREGG 


shorthand 
simplified 
PUZZLE 


Through Chapter 1 


prepared by Ruth H. Smith 
Maine Twp. High School West 
Des Plaines, Illinois 


HORIZONTAL 


. breezy 

. donate 

. past tense of sit 

. competent 

. to perceive with the eye 

. nickname for Kathleen 

. without company 

. antonym for high 

. blazed paths 

. a charge for a long-distance call on 


the telephone 


. tall, circular farm buildings for 


storing fodder 


. to propel with oars 

. an enclosure for confining animals 

. reclined 

. objective case of | 

. one who tells another what to do and 


how to do it 


. a container for food 
. past tense of can 
- garment that leaves middle of the 


body bare 


. a little bite or bit of food 

. to be ill 

. to pass, as time 

. merry 

. fastens with a key 

. an iridescent gem 

. less fat 

. abbreviation of Edward 

. one who contends in sports requiring 


physical agility 


. to supplement; to make a living in 


scanty fashion 


. instructors 

. turns on an axis 

. to utter 

. dimensions of something 


. sound made in showing mirth 
. sheltered side 

. uncooked 

. to tell, as a story 

. should 

. walks lamely 

. tardy 


- appearing as if petrified 
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75. a co-ordinate conjunction 
76. one who lives near another 
78. literary compositions 

80. over but in contact with 
81. cold-weather precipitation 
82. two score 

83. saturate 


84. foundation 


VERTICAL 


. a flower 

. at the back of anything 

- cars don't run without this 

. in the company of 

- power vested in chief executive to prevent 
enactment of measures passed by the legis- 
lature (plural) 

6. a cold dish served with a dressing 

7. a fermented drink made with malt and hops 

8. to throw lightly or with careless motion 


Ve wn- 


10. to send forth a forcible current of air 
11. unable to find one’s way 

13. a sharp nail on the toe of an animal 
15. a river in Egypt 

18. dry 

20. a paddle used to propel a boat 

22. inland bodies of standing water 

24. a brown drink, hot or iced 

25. large, primary branches of trees 
27. tunes 

28. an insect that stings and also stores 


honey 


30. to display; an exhibition 
32. nobleness or formal reserve of manner 
33. a long-handled stick with a cylindrical 


head, used in playing croquet and polo 


34. attended with danger 
36. to tell 
37. birds (meadow __) 


. detest 


41. usually round fruit that grows on a tree 
42. an entreaty 











48. to tell a student what to study; to make 
over property to another 

49. a characteristic 

52. any alluring quality 

53. twenty-four of these make a day 

55. antonym for on 

56. low, female voice 

59. fixed compensation regularly paid 

60. a framework of crossed wood or metal 
strips 

62. near 

64. not closed 

66. a beam of light 

67. certain kind of grain 

68. avenues of perception 

70. to merit 

71. secure from danger 

73.a bag 

74. he built an ark 

77. a co-ordinate conjunction implying a 
contrast 

79. therefore 





Solution to puzzle 
will appear 
next month 
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Banking (Part I) 


account in trust—An account opened by an individual to be 
be held in trust and maintained for the benefit of another. 


accrued interest payable—Interest accumulated on an in- 
debtedness (time deposits, borrowed money, etc.) but not 
yet paid. 


accrued interest receivable—Interest earned by a bank but 
not yet collected. An asset account. 


offidavit—A written, notarized, dated and swom statement of 
the facts pertaining to a 
happening. 


financial transaction or 


American Bankers Association—The national organization 
of banking, organized in 1875 to ‘‘promote the general 
welfare and usefulness of banks and financial institu- 
tions.”’ 


American Institute of Banking—The educational division of 
the American Bankers Association, organized in 1900 to 
provide educational opportunity in banking for bank people. 
Membership is open only to employees and officers of 
A.B.A,. member institutions. 


oppraisal-(1) The evaluation of a specific piece of personal 
or real property, or the property of another as a whole. 
(2) The value placed on the property evaluated. 


assignee—The legal entity who takes title through assign- 
ment. 


assignment—The transfer of title to certain property, usually 
securities, by one legal entity (the assignor) to another 
legal entity (the assignee). 


assignor — The legal entity who assigns property. 


auditor —An officer of a bank who is in charge of all the 
audit functions. Appointed by the board of directors. 


bank draft—A check drawn on one bank against funds de- 
posited to its account in another bank. 


bank statement—A statement of a customer’s account that a 
bank sends out monthly. It shows all deposits made, all 
checks paid during the period and the balance. It is ac- 
companied by the customer’s canceled checks. 


bankruptcy—A state of conditions in which the financial 
position of an individual, corporation or other legal entity 
is such as to cause them to be actually or legally 
insolvent. 


bill of exchange—A written order addressed by one person 
(the drawer) to another person (the drawee) directing the 
drawee to pay a specified sum of money to the order of a 
third person (the payee). Also called a ‘‘draft.’’ 


bill of sale—A formal legal document that conveys title to, 
or right or interest in, specific personal property from the 
seller to the buyer. 


bond—An interest-bearing certificate of debt, usually issued 
in series, by which the issuer (a government or corporation) 
obligates itself to pay the principal amount and interest 
at a specified time, usually five years or more after date 
of issue. 


bullion—Unminted precious metals (gold, silver, etc.) of 
standard or stipulated fineness in the form of bars, ingots, 
nuggets, etc. 


canceled checks—Checks that have been paid and charged to 
the depositor’s account. These checks are retained in the 
files of the bank until a statement of account is sent to the 
depositor. 


capital—The amount subscribed and paid by stockholders to 
permit a bank to function as such. 


copital assets—A collective term that includes all fixed 
assets, i.e., furniture and fixtures, land, buildings, ma- 
chinery, etc. 
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capital investments — A collective term representing the 
amounts invested in capital or fixed assets or in long- 
term securities. 


cosh letter of credit—A letter addressed by a bank to its 
correspondent bank to make available to the party named 
in the letter, funds up to a specified amount within certain 
time limitations. The sum named in the letter is deposited 
with the bank before the letter is issued. 


coshier’s check—A bank’s own check drawn upon itself and 
signed by the cashier or other authorized official. 


certified check—The check of a depositor drawn on a bank 
upon the face of which the bank has written ‘‘Accepted’’ 
or ‘‘Certified’’ with the date and signature of a bank 
official. The check then becomes an obligation of the 
bank, and regulations require that the amount of the check 
be immediately charged to the depositor’s account. 


chorter—A document issued by a national orstate supervisory 
agency granting a bank the right to do business. 


chattel mortgage—A mortgage on movable goods or equipment. 


Christmas Club Account—A form of savings account whereby 
a depositor saves a regular amount each week for the 
purpose of purchasing Christmas gifts. 


clearing house—An association of banks in a city created to 
facilitate the clearing of checks, drafts, notes and other 
items among the members. 


cognovit note—A form of note (legal evidence of indebted- 
ness) that is both a promissory note and chattel mortgage. 
The borrower waives his right of action to the chattel 
property in case of his default in any payments agreed to 
in the transaction. 


collateral—Stocks, bonds and other marketable properties 
that a borrower pledges as security for a loan. 


commercial bank—A bank that generally ‘‘specializes’’ in 
demand deposits and short-term commercial loans and en- 
deavors to attract businesses and industrial concerns as 
its principal customers, 


commercial loans — Loans made 
nancing of 


to businesses for the fi- 
inventory purchases and the movement of 
goods, as distinguished from personal loans or consumer 
credit loans. 


comptroller—An officer of a bank whose duties generally em- 
brace the audit functions of the bank and the establish- 
ment and control over all systems in use in the bank. 


consignee — The receiver of goods under consignment. 


consignment—The physical transfer of goods from a seller or 
vendor to another legal entity who acts as a selling agent 
for the seller. 


consignor—The seller who transfers the goods to the con- 
signee. The title to the goods remains with him. 


consumer credit—Credit extended by a bank to a borrower for 
the specific purpose of financing the purchase of a house- 
hold appliance, a piece of equipment (may include an auto- 
mobile or small aircraft) or home improvement. 


counterfeit money —Spurious currency and coins that have 
been made to appear genuine. 


credit file—A portfolio where all credit information on a 
borrowing customer is kept. 


debenture—A term used to define indebtedness, usually in 
long-term obligations, that is unsecured. 


deceosed account—An account carried on deposit in a bank in 
the name and title of a deceased person. 


demand deposit—Deposits that are payable on demand at any 
time by the depositor. 
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depository—A bank that has been designated by effect of 
law as the receiver of public funds, funds of other banks 
and trust funds, 


dormant accounts—Accounts that have little or no activity 
over a period of time. Usually belong to depositors who 
have moved from the address known to the bank without 
serving notice of relocation or depositors who have de- 
ceased without the bank’s knowledge. 


draft—An order in writing signed by one party (the drawer) 
requesting a second party (the drawee) to make payment 
in lawful money at a determinable future time to a third 
party (the payee). 


drive-in bank—A bank that has tellers’ windows along the 
outside of the building for the convenience of depositors. 
A modern innovation because of traffic congestion and 
lack of parking space. 


embezzlement — The fraudulent appropriation to one’s own 
use of the money or property entrusted to his care. 


eminent domain—The inherent right of certain legally con- 
Stituted governing bodies to take title to and possession 
of real property, with just compensation to its owner, for 
the public good. 


endorsement—A legal signature on the back of a negotiable 
instrument and also some non-negotiable instruments. 


escheat law—The reversion of land to the State by the failure 
of persons legally entitled to hold the same. Also, the re- 
version to the State of certain funds after a stated period 
of inactivity pertaining to them, or of other property, the 
ownership of which is unknown or in doubt. 


escrow—A written agreement or instrument setting up the 
allocation of funds or securities deposited by the giver or 
grantor to a third party, called the escrow agent, for the 
eventual benefit of the second party, called the grantee. 
The escrow agent holds the deposit until certain con- 
ditions have been met. 


Federal Deposit Insurance Corporation—A government corpo- 
ration that insures the deposits of all banks that are en- 
titled to the benefits of insurance under Section 12B of 
the Federal Reserve Act. Every national bank and state 
banks that are members of the Federal Reserve System 
are required by law to be members of the F.D.I.C. 


Federal Reserve banks—Reserve banks that are created by 
and that operate under the Federal Reserve System. 


Federal Savings and Loan Association—The title given to 
one of the associations established by the Home Owners 
Loan Act of 1933 and amended in the Home Owners Loan 
Act of 1934. This Act permitted existing and newly form- 
ed mutual savings banks and building and loan associ- 
ations to come under a Federal charter, 


fiduciary—An individual, corporation or association, such 
as a bank or trust company, to whom certain property is 
given to hold in trust, according to the trust agreement 
under which this property is held. The property may be 
utilized or invested for the benefit of the property owner 
to the best ability of the fiduciary. 


fixed assets—Those assets of a permanent nature required 
for the normal conduct of a business and which will not 
normally be converted into cash during the ensuing fiscal 
period. Examples: Furniture and fixtures, land, buildings, 
etc. 


forgery—The alteration of any document or instrument with 
the intent to defraud or prejudice any individual. 


frozen asset—Any asset that cannot be used by the owner 
because of legal action, 


gvaranty—A contract, agreement or undertaking involving 
three parties. The first party (the guarantor) agrees to see 
that the performance of a second party (the guarantee) is 
fulfilled according to the terms of the contract, agreement 
or undertaking. The third party is the creditor, or the party 
to benefit by the performance. 


head teller—A teller in a bank who sometimes has the title 
of assistant cashier. He is usually custodian of the re- 
serve cash in the bank’s vault, and it is his responsibility 
to see that the necessary quantity of cash is on hand at 
all times to meet the normal business demand, He is also 
responsible for the work of all tellers in the bank. He 
must fully report any overages or shortages that may ap- 
pear and assist where possible to locate the difference. 
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hypothecation—An agreement cr contract that permits a bank 
or a creditor to utilize the collateral pledged to secure a 
loan in case the loan is dishonored at maturity. 


joint account—An account, owned by two or more people, 
subject to check or withdrawal by all signatures of all 
joint owners. 


letter of credit—An instrument or document issued by a bank 
on another bank or banks, foreign or domestic, or upon 
itself. It gives the buyer the prestige and the financial 
backing of the bank who issues the letter of credit in his 
behalf. 


lien—The right of a legally constituted governing body, or a 
legal right granted to an individual by the authority of a 
court, to control or to enforce a charge against one’s 
property until some legal claim is paid or otherwise 
satisfied. 


liquidation—The final or conclusive winding up of the affairs 
of a business by converting all assets into cash, paying 
off all outside creditors in the order of their preference 
and the distribution of the remainder, if any, to the owners. 


negotiable instrument—An instrument, such as a check, draft, 
bill of exchange or promissory note, that may be trans- 
ferred by delivery to another person in good faith for a 
consideration. 


night depository—A small vault located on the inside of a 
bank but accessible from the street. Enables merchants 
who do not wish to keep the day’s receipts in their place 
of business to protect their deposits after the regular 
business hours of the bank. 


passbook—A small book prepared by a bank for a depositor 
that lists all deposits, withdrawals, interest paid by the 
bank and the new balance. 


personal loan—A type of loan generally obtained by an in- 
dividual borrower in small amounts, usually under $1,000. 
The purpose of the loan is often for the consolidation of 
debts, the payment of taxes or insurance or a large 
hospital bill. 


postdated check—A check that is dated for a future date. 


promissory note—A written promise to pay a certain sum of 
money to a specified person or to the bearer. 


quitclaim deed—A document by which the legal right, title, 
interest or claim that one has in a specific property, or to 
an estate held by him or others, is forever relinquished to 
another. 


safe deposit box—A metal container kept under lock and key 
in a section of a bank’s vault for customer use. The boxes 
are rented for an annual rental. 


savings account-An account in a bank, especially a savings 
bank, on which interest is usually paid and from which 
withdrawals can be made only by presenting a passbook 
and a written authorization on prescribed forms. 


savings and loan association—a state- or Federal-chartered 
co-operative financial institution that is owned by local 
individuals and privately managed by its members, who 
have associated themselves for their mutual benefit and 
financial advantage. 


savings bond—A bond issued by the Treasury Department of 
the United States Government for the encouragement of 
thrift. 


sequestered account—An account that has been impounded 
under due process of law. 


traveler's checks—A form of check especially designed for 
travelers or persons on vacation trips. 


trustee—The person charged with the proper administration 
of property or funds in accordance with the wishes of the 
donor. 


usury—The amount paid for the use of another’s money, or 
for credit extended, the rate of which exceeds the legal 
limit allowed for that type of transaction. 


vostro account—Applied to the accounts of foreign banks or 
businesses maintained in United States currency on the 
books of United States banks. 


withdrawal —The manner in which funds on deposit in 
savings banks may be paid out by the bank. 
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Now! Pay only pennies for quality, office ball-point pens 


Here is a quality ball-point...or ink pencil if you pre- ... backed by ESTERBROOK’S over-a-century experi- 
fer...which will be welcomed by Accountants, Bank ence in quality pen making! 

Clerks, Secretaries, Teachers, Students and Home- Try Penny Pens...see if you don’t agree: They are 
makers who want a dependable pen that starts quickly, the three different precision-made office ball-point 
writes smoothly, and won't skip or smear. pens you'll happily recommend to customers you want 


The ‘‘Penny Pen” has all the most wanted features _ to keep as friends! 


THE PENNY PEN BY ESTERBROOK 
THE Gsterbrook PEN CO., CAMDEN 1, N. J. 
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MAIL. Continued from page 22 


reference while he is gone. You'll then 
know exactly where to reach him by let- 
ter, wire or phone in case of emergency. 
And one carbon for the files. 

21. Mark a folder with the name of 
the city your boss will be in and as 
material accumulates (hotel confirma- 
tion, for example), you will have a spe- 
cial place to put it. Timetables, tickets 
and other information relating to the trip 
you're assembling will all be kept to- 
gether with a copy of the itinerary. 

22. If he travels often, keep a folder 
on your desk for maps, up-to-date time- 
tables, ete. 

23. Know your boss’ personal likes 
and dislikes. Set up an itinerary with 
breathing space between activities that, 
at the same time, provides fast connec- 
tions. Have complete travel information 
at your finger tips before you start, such 
as any of the reference books listed be- 
low and your folder of travel material. 

24. If he’s particularly pleased with 
a flight or a certain hotel room, make a 
note of it, getting the exact room num- 
ber, where he sat on the plane, etc. When 
he goes again, you can make a special 
request for the same arrangements. 


After He Leaves... 

You'll be busier than ever. It was hec- 
tic enough just getting him to the airport 
on time, but your maternal attentions 
are not yet ended. In addition to your 
regular daily duties, you'll have several 
created by his absence. 

Your biggest job will be taking care of 
his correspondence. His parting words 
reminded you not to forget to forward 
his mail, albeit undoubtedly he told you 
in a much more conventional manner 
than that little man in the old-fashioned 
monoplane. 

He gave you special instructions on 
what to keep and what to forward, so 
you open all the ordinary mail and take 
care of those letters within your authori- 
ty to answer yourself. 

Put aside all those marked personal or 
to be answered by the boss. These can 
be gathered and placed in a large en- 
velope prepared for forwarding—group 
them in order of urgency; send first-class. 
As you mail the envelopes, number them 
in sequence so your employer will know 
if he’s receiving them all. If you want to 
make sure that an important piece of 
correspondence does not miss him, send 
a duplicate to the next point in his itin- 
erary if he'll be traveling to several dif- 
ferent cities. 

Any particularly urgent letters must 
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be acknowledged by you. Explain to the 
correspondent that the letter is on its 
way to your employer. 

Keep a record of all important letters, 
phone calls and visitors. He'll want to 
know what’s going on while he’s away so, 
when you send him a copy of the record. 
fill him in on office happenings—how his 
senior executive’s project is coming 
along, what old business friends were in 
town for a few days, episodes you think 
will be important to him. Don’t make 
your report tedious—keep it brief and 
newsy. 

All other office details that are not im- 
portant enough to require his immediate 
attention can be prepared in capsule 
form to present to him on his return. 

Use the rest of your time to catch up 
on back correspondence, filing and desk 
work. 

Most of all, just use your good judg- 
ment, common sense and discretion and 





you'll be what you're supposed to be 
the boss’ representative while he is away 
from the office. 

Some reference books you may want 
to keep on hand: 

1. Automobile and Bus Service 


RUSSELL’S OFFICIAL NATIONAL 











Stripes—the brightest—in a smooth- 
look overblouse that loves informality. 
Touch and go cotton, multihued. Sizes 
28-38. $4.98. By Ship ‘n Shore. 


ON THE COVER: Stripes again, 
trimmed and tailored for office wear. 
Ship ‘n Shore adds a two-way Ber- 
muda collar for versatility. Satin-stripe 
cotton in sizes 30-38. $3.98. 

The Fabulous Fakes are: 


Page 29: snow leopard. Pages 30-31 
(left to right): jaguar, zebra, opossum, 
mink, otter. 


MOTOR COACH GUIDE, published 
monthly by Russell’s Guides, Inc., 817 
Second Avenue, S. E., Cedar Rapids, 
Iowa. Lists bus service routes and com- 
panies. 

The American Automobile Association 
(AAA) provides numerous travel infor- 
mation services for its members and the 
general public. Most cities have branch 
offices. 


2. Hotels—THE OFFICIAL HOTEL 
RED BOOK AND DIRECTORY, pub- 
lished by the American Hotel Associa- 
tion Directory Corporation, New York. 
Lists hotels, giving plan of operation, 
rates and names of proprietors or man- 
agers in most instances. Covers United 
States, including Alaska and Hawaii: 
the Philippines, Puerto Rico, Bermuda, 
Bahamas, Cuba, Mexico, South America, 
Japan, Canada and Newfoundland. 


3. Maps, Mileage and _ Statistics— 
RAND McNALLY COMMERCIAL AT- 
LAS published by Rand MeNally and 
Company. Part 1 contains information 
about the United States and possessions: 
standard maps, cities according to popu- 
lation, marketing data, transportation 
and communication facilities, economic 
data, highway mileage, etc. Part II con- 
tains information about foreign flight 
facilities, radio stations, airline dis- 
tances, world timetables, products of 
foreign countries, steamship lines and 
distances between American and foreign 
ports, and maps of continents and for- 
eign countries. 





4. Railways and Steamship Lines 
THE OFFICIAL GUIDE OF THE 
RAILWAYS, issued monthly by National 
Railway Publications Company, New 
York, contains schedules for all railroads 
and steamship lines in the United States. 
Canada, Mexico and Puerto Rico. May 
be subscribed for or purchased by single 
copy. LLOYD’S REGISTER OF SHIP- 
PING contains names and classes of and 
information about all seagoing vessels in 
the world, lists of fast merchant steam- 
ers, details regarding docks and harbors, 
telegraphic addresses of companies con- 
nected with shipping and lists of ship 
owners, managers and builders. 


5. Airlines—OFFICIAL AIRLINE 
GUIDE, published by American Aviation 
World Wide Directory, LaGuardia Air- 
port, New York. Published monthly, sold 
by subscription. Information on fares, 
time schedules for reaching airports from 
cities, freight allowances, types of accom- 
modations, etc. 
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ments, records, file copies, punch cards—lasts 
as long as the paper it mends! 
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BOSS 


Continued from page 18 


Perhaps there’s a reporter waiting to 
interview her when she steps into the 
library-ofice. She'll give generously of 
her time and then make her excuses, for 
she has an afternoon radio interview at 
Sardi’s to prepare. This Monday-to-Fri- 
day stint (“Arlene Francis at Sardi’s’’) 
entails hours of reading 





magazines, 
newspapers, fiction, drama, biography. 

When the person with her on the mike 
is an author, naturally Miss Francis has 
to be familiar with his works. In any 
case, she has to know almost everything 
that’s been said about her subject. A 
forty-five-minute program such as _ this 
means that the interviewer must have 
tremendous background knowledge. For 
“Home” she “boned” five days a week, 
by her own admission. So, mindful of 
her prodigious reading background, we 
sought her advice. “What do you think,” 
we asked her, “of the widely touted new 
reading method... .” 

Miss Francis nodded and started to 
speak before we could finish explaining 
that this technique has caught the fancy 
of senators and housewives alike (one of 
the latter, mother of ten, looks forward 
to devouring thousands of books per 
month.) She knew exactly what we 
meant—her mind works that quickly. 

“Good when you have to read sev- 
eral papers and magazines or when you 
have five scripts to go through in a hurry, 
but decidedly not good for a worthwhile 
piece of literature. There’s no, time to 
savor it, digest it.” 

Words of wisdom from a connoisseur. 

Afternoons are devoted to a million 
different things: studio rehearsals; hair 
dresser; time with her son, Peter, when 
he’s home from school in Massachusetts 
—this is all-important; or the pursual of 
a hobby. 

We came in on a day when she casu- 
ally told her associates, “Hank Fonda 
and I and other Sunday artists have been 
asked to go down to the Village this 
afternoon to paint.” 

“Pictures?” we asked. 

“Pictures,” she affirmed. 

What does she paint, now that we've 
mentioned it? “Oh, flowers, birds and 
butterflies,” she says with a toss of her 
hand and a mischievous glint in her eyes. 
“And I like to cook and antique—those 
are my hobbies. My favorite dish? Meat 
and potatoes ... steaks...” 

“But we thought you'd like. . .” 

“Gourmet things? No, I like the hearty 
dishes.” 

The afternoon goes quickly. So many 
things to do with time! Let it be said 
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here that Miss Francis is very generous 
with hers. Though she must always keep 
an eye on the clock, she’s accessible to 
photographers and _ interviewers. And 
close to her heart are the charities to 
which she gives so many hours. 

“I’m home by five,” she says, “be- 
cause Martin comes in then.” If we find 
one half of the Gabels lively at eleven, 
then, according to Muriel Fleit, we 
should be around during the evenings to 
hear the double-strength partnership. 
Then wit and quips and comments on the 
current scene are as customary as the 





dish of meat and potatoes—and as 


hearty. 


Given the fact that she’s an actress, 
given the fact that her husband has only 
lately emerged from his role in Broad- 
ways accoladed “Big Fish, Little Fish.” 
it was only a matter of time before Ar- 
lene Francis said, “I like the theater!” 

“T see every play on Broadway and 
some off Broadway, too. As for movies, 
I like the art films, the foreign films .. . 
I even see previews, because I mention 
them so often on my program.” 

At one point in our sojourn chez Fran- 
cis, we encountered Muriel Fleit packing 
a suitcase that would hold the world and 
then some. 

“Usually Arlene likes to travel as 
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lightly as possible and change her acces- 
sories, said Miss Fleit. “But this time 
she needs more. Things that will go far 
and wear well—black, white and beige.” 
She was packing for her boss’ trip to 
Germany. 

There Miss Francis is making a movie 
called “One, Two, Three,” in which she 
costars with James Cagney and Horst 
Buchholz. Before she left, she said of 
this. “I never thought I’d find something 
completely new to do.” 

She's thrilled because she has a de- 
lightful taste for adventure, and doubly 
so because this is her first starring role 
in the medium. Miss Francis has had 
parts in movies before—she went to Hol- 
lywood early in her career—but before 





she had time to become a star, her 
father, distrustful of theatrical influ- 
ences on his daughter, cabled her, “Come 
home at once.” 

Not to be released before the end of 
the year, the picture’s a comment on an 
American business being set up in Ger- 
many. According to a verbal preview 
from the leading lady, its “a witty, 
satirical smash!” 





SECRETARY Continued from page 19 


CBS’ “What’s My Line?” and duties as 
replacement girl on many occasions for 
such as the Garroway, Paar and Bill Cul- 
len programs, she has roamed the globe 
and talked with all sorts of people 





big 
and little, rich and poor. In order to talk, 
she had to know. So does her secretary. 

A friend has said of Arlene Francis, 
“She is the only person I know who acts 
as though life were the best party she 
ever attended.” Muriel Fleit comple- 
ments this vitality. Her mien is just as 
vibrant, but lower keyed. One imagines 
she’s the perfect person to deal with 
crises and visiting celebrities whether 
they come to the apartment or converge 
at the studio during rehearsals. When 
“Home” was being broadcast, and also 
later during “The Arlene Francis Show,” 
Muriel was at the studio every day. Cur- 
rently, she finds the office work plentiful 
enough to fill her time, though on oc- 
casions “Arlene will phone from where 
she’s working and ask me to bring over 
some work. In Europe I'll probably be on 
location.” (While her boss attends strict- 
ly to work, Miss Fleit is combining work 
and play across the seas.) 

Thus, in spite of the fact that she goes 
to few social functions given by the 
Gabels, Muriel Fleit can say, “I’ve met 
many famous people.” In this connec- 
tion, she recalls the “freezing cold night” 
three years ago when she and Myrtle 
Verne and Mary Barber—secretaries to 
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Dorothy Kilgallen and Bennett Cerf— 
were the mystery guests on “What's My 
Line?” 

“T can attest to the honesty of that 
show,” she says. “I froze, waiting across 
the street for our bosses to go in the 
stage door. Later we were locked up. 
away from the celebrities. before the 
show began. They didn't guess who we 
were.” 

After hours 


once in a while, but generally leaves be- 


Muriel works overtime 
tween five and six—she goes to college. 
“I’m a junior at City (City College of 
New York) and I have three years more, 
taking courses at night.” She’s majoring 
in social studies. 

Naturally, since she’s a scholar, read- 
ing is homework as well as hobby. She 
also works with the Handicapped Chil- 
dren’s Home Service. “It started as credit 
for an anthropology course I was taking. 


I became so fascinated that I do it now 


on my own—once or twice a week.” Her 


duties involve visiting a handicapped girl 


at home; she gives her presents, takes her 


out, partakes, in short. of all the usual 
activities that a fun-loving, warm-hearted 
person can share with a young person. 


Besides having a sense of humor, Mu- 
riel goes along with Arlene Francis’ love 
of make-believe. “Im a nut about the 


theater—go to everything I can.” For this 
type of addict New York is the beckon- 
ing land of milk and honey, and this 
secretary s lament is that she never can 
get to all the plays (“Becket” being one 
she particularly missed). 

“I love foreign pictures. but I’m more 
selective now than I used to be. At first,” 
she says thoughtfully, “you feel you 
should see a picture—and like it—just 
hecause people are talking about it as 
the greatest thing ever done. Eventually, 
though, you get the courage to see only 
what films you want to 

Muriel Fleit is 
with a penchant for laughter. A natural 


and to disagree.” 


a forthright person, 


to work for Arlene Francis . . . why, 
she’s even been on stage! 

“Acting is pretty much of a struggle— 
so [| took a business course and became 
a secretary.” 

The decision has agreed with her, it 
seems. “Sometimes women are consid- 
ered hard to work for. I find Arlene 
great—approachable, wonderful to work 
with . . . perhaps the nicest thing I can 
say about her is that, as my boss, she’s 
the best friend I have.” 

So. she didn’t mind in the least the 
fact that in Europe she'd be office bound 
some of the time. 

Shoes on. of course. 
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HOW LIKABLE 
ARE YOU ? By Jack Davies 


Are you a genuinely likable person? Or 
do you have traits that keep people 
from warming up to you, or perhaps even 
cause them to strongly dislike you? 


The following quiz can give you the real ‘low-down’ 
on yourself, provided you give a truthful answer to 
each question. Merely answer the questions with 
a Yes or No; then look at the end for your rating. 


1. Do you as a rule avoid making sarcastic remarks? 
2. Are you careful never to pry into other people’s affairs? 
3. Are you usually inclined to show others little courtesies? 


4. Are you as a rule generous about lending things to others 
and quick to help those who are in trouble? 


5. Do you smile or laugh readily? 
6. Do you ordinarily try to keep out of arguments? 


7. Are you more inclined to say favorable rather than un- 
favorable things about people? 


8. Are you careful not to laugh at other people’s mistakes or 
gloat over their failures? 


9. Do you usually join in with other people’s suggestions in- 
stead of demanding your own way? 


10. Are you careful never to monopolize the conversation. 


11. Do you generally refrain from correcting the little mis- 
takes people make? 

12. Do you avoid making “wisecracks” or telling jokes at 
someone else’s expense? 


13. Do you always try to return favors and show appreciation 
for the things people do for you? 

14. Do you try to be a good listener? 

15. Do you often ask other people for an expression of their 
views? 

16. Do you make a genuine effort to remember people's 
names? 

17. Even if you feel superior to someone, do you avoid show- 
ing it? 

18. Are you as a rule fair and honest in your dealings with 
others? 


19. Do you scrupulously refrain from saying things that might 
hurt or embarrass anyone listening? 

20. Are you usually just your natural self regardless of the 
company you're in? 

21. Do you often go out of your way to praise or commend 
people? 

22. Do you refrain from boasting about your possessions or 
accomplishments? 


Each yes answer indicates a likable trait; each no 
an unlikable one; so the larger your score, the greater 
your likability. 

Though all items are not of equal importance, a 
score of 20 yes answers may be regarded as excellent, 
18 as good and 16 as fair. 

Since each no answer indicates an unlikable trait, 
the more such answers you can change to a yes, the 
more likable you will become. And there aren't more 
than two or three items in the whole list that any 
normal person couldn't readily do something about. 
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relatives in their own homes . . . relatives who may or 
may not be claimed as dependents. Figures show that at 
least 36.6 per cent of children under twelve are definitely 
cared for by persons under eighteen, so we may assume 
that this again narrows the number of families allowed a 
child care deduction. 

At the other end of the scale, the median family in- 
come for 1959 was $5,764. Yet our last year’s survey 
showed that most respondents’ families were in the 
$8,000 to $11,000 salary range. Within reason, we can’t 
help feeling that here too many working wives are being 
deprived of a legitimate tax easement while incurring 
greater expenses for child care. For, of the 5,073,000 
children under twelve of full-time working mothers, by 
far the largest group—almost two million—have mothers 
in office work. And the Children’s Bureau survey indi- 
cates that more children in this category are taken 
care of away from home than in any other. In fact, of 
the 121.000 children in group care—nursery schools, 
play schools—2 out of 3 had mothers in office work 

. and, at $85 to $100 a week, earning themselves 
right out of a child care allowance. 

As for the specially educated or trained woman, her 
lot is perhaps the poorest. For, unless total family in 
come is high, it practically does not pay this woman to 
work until her children are well along in school. Accord- 
ing to the Children’s Bureau survey, she is most likely 
to have her children cared for by a maid at home— 
perhaps the most expensive way of doing it. Beyond 
that, her job demands are high, the financial rewards 
not necessarily great and the home/office conflict more 
likely to be unresolved if her work is purely for career 
reasons. 

As for the cut-off age of twelve, we can only deplore 
it. No child of twelve, in our opinion at least, should 
have to care for himself during the hours between 
school closing and his mother’s return from the office, 
particularly when continuation of care means extending 
the child care allowance. This is especially true if the 
allowance carries with it a hardship limitation. We can 
logically assume that families availing themselves of it 
do not necessarily live in the most wholesome surround- 
ings nor have many facilities for supervised recreation. 

Yet, nearly 1 out of 13 twelve-year-olds is obliged 
to live this way. And it would also seem that the child 
care allowance is not accomplishing nearly as many 
social objectives as it should if 1 out of 5 ten to eleven- 
year-olds is also on his own, and 1 out of 8 six to 
eleven-year-olds and actually 13 per cent of under-six 
infants are fending for themselves all or part of the day. 
We may sound overly protective, but we don’t believe 
that the young adolescent years can be successfully lived 
except with the right kind of adult example, discipline 
and understanding—not necessarily parental—especially 
during idle hours. 

As we said earlier, we believe that the Tax Code, in 
regard to working mothers, is unrealistic, limited, rigid 
and coercive. But though we searched high and low for 


on-the-record written (Continued on page 58) 
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Peterson’s comments. 

“Selling is not limited to people called 
salesmen, for we all have something to 
sell. and that includes vou! . . . Here 
are some of the things that represent the 
art of selling at its best: 

Courteous words instead of sharp re- 
torts. 

Smiles instead of blank looks. 

Enthusiasm instead of dullness. 

Response instead of indifference. 

Warmth instead of coldness. 

Understanding instead of the closed 
mind. 

Attention instead of neglect. 

Patience instead of irritation. 

Sincerity instead of sham. 

Consideration instead of annoyance. 

Remembering people instead of for- 
getting them. 

Facts instead of arguments. 

Creative ideas instead of humdrum. 

Helpfulness instead of hindrance. 

Giving instead of getting. 

Action instead of delay. 

Appreciation instead of apathy.” 

As a student, this applies to you as 
well. By mastering these basic skills, 
habits and attitudes while still in school. 
you will enjoy your studies to the fullest 
and will be well prepared to join the 


exciting world of modern business. 





(Key to Quiz on page 13) 


Shuffling Letters 

Vote: Whenever any word may be spelled 
in more than one way, the preferred or 
first—form listed in the Merriam Webster 
New Collegiate Dictionary is given as the 
solution throughout this series of Word 
Teasers. 1. .aster, rates, stare, tares: 2. 
capers, pacers, spacer: 3. least. slate, stale, 
tales; 4. emits, smite, times; 5. pastel, 
pleats, staple. 
Choose J or G 

1. gelatin: 2. jelly: 3. jam: 4. gem: 5. 
vill; 6. gentle: 7. jeer; 8. giant: 9. jig: 
10. magic: 11. gesture: 12. engine. 
Abbreviation Origins 

l. a.m., for the Latin ante meridiem, 
“before midday”; 2. lb.. for the Latin libra. 
“nound”: 3. cwt.. c. the Roman numeral 
representing 100, plus wt.. the abbreviation 
for weight: 4. cf.. for the Latin confer. 
meaning “compare”: 5. i. e.. for the Latin 
id est, meaning “that is”: 6. c.. for the Latin 
circa. meaning “about”’—for example. “Born 


c. 1790”: 7. D. V., for the Latin Deo vo- 


lente. meaning “God willing”: 8. no.. for 


the Latin numero: 9. etc.. for the Latin 
et cetera, meaning “and other things”: 10. 
R.S.V.P., for the French Répondez. sil vous 
plait. “Reply. if you please.” 
Affix an E and Make Another Word 

l. a. quit, b. quite; 2. a. loath. b. loathe; 
3. a. suit, b. suite; 4. a. bath, b. bathe: 5. a. 
flu. b. flue. 
Choose the Nearest Meaning 

l. b; 2. c: 3. d; 4. bs 5. a. 
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corroboration of our opinion, we found 
only two voices raised in our behalf. It 
seems that in November and December, 
1959, the House Ways and Means Com- 
mittee of the 86th Congress held a panel 
discussion on proposed revisions of the 
Federal income tax structure. The ver- 
batim deliberations, lasting a month, in 
volved reports from the most eminent 
legal and economic brains, as well as 
masterpieces of oratory from many in- 
fluential business leaders. You can imag- 
ine the size of the book. Yet in it was 
only one mild half-paragraph by a New 
York college professor, which says. in 
substance, that he believes “the allow- 


ance should be larger. not subject to 
hardship limitation, and justified whether 
a dependent is involved or not.” 

We don’t think he marshalled much of 
an argument, but we think it was nice 
of him to speak up at all. Unfortunately, 
we don’t agree with him, since it doesn't 
seem to us that the function of the Tax 
Department is to operate as a welfare 
agency (we have a sneaking suspicion 
that the people in Washington felt the 
same way). 

But that still shouldn’t harden us to 
the facts that somehow an ethical, fi- 
nancial and social imbalance exists 
when so little space and thought is given 
to problems of a rapidly increasing work- 
ing mother population. and pages. 
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volumes, tomes . . . a welter of clever 
studies and subtle planning . . . are de- 
voted to the polishing and refining of 
capital gains taxation, the intricacies of 
real estate transactions and the knottier 
problems of annuities, dividend taxes. 
expense account “diddling” and alimony. 
In fact, in one taxation law review—and 
youd be surprised how many of these 





there are—there is a six-page discussion 
on the best way to figure depreciation on 
a race horse. (Incidentally, the only 
heartening thing here is that it’s cheap- 
er and perhaps less wearing to bring up 
a child, although the eventual outcome 
is no less chancy.) 

The important question is, however. 
what to do about it, if anything. We 
think a lot of people are getting tired of 
a tax situation that seems to relieve the 
pressures on both extremes of income. 
the high and the low, and puts the bite 
on the great majority of the middle- 
middle class . the families of light 
blue and white collar workers . . . fore- 
men. office managers, salesmen. teachers. 
staff executives, etc., whose incomes are 
individually arranged, whose working 
lives (and personal lives) are not 
watched over by any union—who must. 
by their own exertions, provide insur- 
ance, medical care, education funds and 
retirement monies for themselves. These 
are the families in which a wife’s job 
means the difference between getting 
along and allowing the family to partake 
of its share of the American dream. The 
parents in the families are the ones 
who. true to their middle-class traditions. 
plan for the future. try to save and find 
themselves making do rather than in- 
curring too heavy installment indebted- 
ness. For them a $600 deduction, which 
amounts to a mere $120 or so tax sav- 
ing. is most unrealistic, particularly 
the wife’s salary jumps the income into 
the next tax bracket, thereby eliminat- 
ing the deduction altogether. 

As for the rigidity of the Code, there 
is very little that we can offer, not being 
tax experts, since to criticize the inflexi- 
bility of the rules is to disagree with the 
whole structure of the provisions in- 
volved. We’re afraid we do, and we're 
also afraid that unless more working 
mothers start writing to their Federal 
and state officials. not much can be done. 
Originally, we had thought that the 
many women’s groups and clubs, which 
ought to be interested in the subject. 
would have, at the very least, legislative 
committees looking into it. That was 
when we were shining up our Joan of 
Are armor. We know better now. Only 
the National Federation of Business and 
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Women’s Clubs. 
even remotely interested in the problem. 
The chairman of their legislation com- 
mittee, Mrs. Alice Merritt, tells us that 
at their forthcoming convention several 


Professional Ine., is 


motions concerning this and other tax 
abuses specifically relating to working 
women will be brought to the attention 
of the membership. The organization has 
national headquarters in Washington, 
D.C., so something may come of it. Mrs. 
Merritt interested in 
hearing from all dissatisfied lady tax- 
payers who may want to back up their 
protest program. 

One that 
doubt it’s illegal—would be to set up 
the home of the working couple as a 
partnership, much as many farm fami- 
lies or closely held family businesses are 


would be very 


idea occurred to us—no 


so organized. In the law, as interpreted 
by a writer for a western state law re- 
view, “The wife is not generally treated 
as self-employed for tax purposes unless 
the wife has an actual cognizable sepa- 
rate business or if she has entered into a 
valid partnership with her husband.” At 
the rate the money goes in and out and 
the family fortunes are furthered by the 
wife’s contributions, why should it make 
any difference whether she partners her 
husband on the family acres, the family 
factory or the family setup itself? And 
there are lots of tax savings to be found 
in a partnership, if you 


can prove a 
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partnership exists. As we said. though, 
its bound to be illegal. 

Seriously, we are convinced that if the 
child care allowance idea is really meant 
to allow for child care so that a mother 
can work, a better job can be done on a 
What might be 
needed are better group-care facilities, 


state or local level. 
better after-school supervision on school 
grounds, better community facilities for 
supervised recreation. These can_per- 
haps be met through direct taxes paid 
locally or bond issues for buildings and 
salaries rather than by a Federal tax 
allowance that neither insures care for 
the child nor allows much of a tax saving. 

Finally, we feel that if one rereads the 


tax laws—in a simplified version like the 


Lasser Tax Helps—one can't help no- 
ticing the coercive nature of many taxes 
relating to women. One is left with the 
feeling that it’s far better financially to 
be a divorcée, abandoned by or sepa- 
rated from one’s husband . . . or. of 
course, extremely rich. 

In fact, a enlightening doc- 
torate paper might be done on the subtle 
coercions of tax laws. . 


really 


° nothing so ob- 
vious as the salt tax and the window tax 
the that 
trolled richness of apparel according to 
class, but things like the child care al- 
lowance. 


or even sumptuary laws con- 


As we said, we were polishing up our 
armor... but you can't fight the battle 


alone. 
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. This girl is a charter member 
of the STENOSTIK Club of 
Superior Secretaries. For years 
a user of ERASERSTIK, she was 
delighted when A.W.Faber 
announced STENOSTIK, a modern 
ball pen especially designed 

for secretaries. 


She loves STENOSTIK because 
it is feather-light, beautifully 
balanced, starts fast and flows 
smoothly without skips or clots. 
Its exclusive long-tapered grip 
is kind to her tired fingers. 


AW Faser STENOSTIK The Ball Pen for Shorthand v2 











Full-length cartridge ink 
supply in blue, black, red or 
green. 39¢—3 for $1. You are 
invited to join the STENOSTIK 
Club today. 


A.W.FABER’S 


STENOSTIK* 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J. 








STEP Continued from page 23 


faced a double obstacle: a scarcity of 
jobs in a depression period and the 
standard reply of personnel directors— 
“I know you're a college graduate, in 
liberal arts, but what can you do?” 

“I knew I needed some skills to get a 
job,” Mrs. Seits says, “so I enrolled in a 
six months stenography course.” She has 
always been glad that she has this sec- 
retarial training. “Secretarial skills,” she 
maintains, “are the best ‘foot in the door’ 
for learning the actual machinery of 
running a company. These skills open, to 





career-minded girls, areas that just 
wouldn’t be open otherwise.” 

Her first job was girl Friday to six 
doctors, each a specialist. In addition to 
straight secretarial chores, she also ran 
the office, paid the bills, “booked opera- 
tions,” and learned how to take x-rays 


and do a urinalysis. “I loved every 
minute of it.” 
But there was another, and a prior, 


love 





Carl Seits, a former classmate at 
Newtown High School. “I latched on to 
him early.” our interviewee notes proud- 
ly, and she left her six specialists after 
a year to become Mrs. Seits and then, in 





A perfect /etter 
every time 
because you can 
flick away 
typing errors 
with an 

ordinary 

pencil eraser ! 


MILLERS FALLS 


747K 3 


ed Ant te 


MILLERS FALLS PAPER COMPANY + MILLERS FALLS. MASS. 








1939, the mother of a baby son, Kevin. 

When Kevin was still an infant, Mrs. 
Seits was fortunate enough to find a very 
capable housekeeper (who still comes to 
work for her) and she took a job as a 
secretary to a high school principal, 
Wallace Manheimer. 

“It was an ideal job for a mother... 
close to home, finished most days by 
3:30. summers and holidays off. There 
was plenty of time for my family. And 
Mr. Manheimer was a wonderful prin- 
cipal, who not only ran a fine school in 
a rugged neighborhood but was also a 
playwright and a scientist. 

“Most people seem to think that as a 
secretary in a school you do nothing but 
help sniffly children find their handker- 
chiefs, but school secretaries work very 
hard, without many of the amenities of 
business offices.” 

Mrs. Seits stayed in the school sys- 
tem, happily combining home work and 
school work until about 1950. Then she 
decided she would like to have a differ- 
ent type of career and knew she would 
need knowledge of another field before 
she could qualify for a job. 

“T had always liked Wall Street and 
I was interested in the stock market.” 
she remembers, “so I registered with 
Office Temporaries and took a summer 
job with Hill & Thompson (investment 
bankers) as secretary to David Magid. 
a vice-president. Mr. Magid was an ex- 
cellent boss and taught me everything he 
could.” 

Apparently Mrs. Seits was an apt 
pupil, because Hill & Thompson invited 
her to spend her summers there and re- 
served special projects for her. After 
three summers. Mrs. Seits said goodbye 
to school days forever and went to Hill 
& Thompson as a full-time employee. 
She stayed as Mr. Magid’s assistant for 
about a year and a half and then de- 
cided that. with Kevin in high school, it 
was time for her to retire. 

“I tried to stay at home,” she grins. 
“T really did. But after two weeks of 
catching up on the chores, I just couldn't 
stand it. And so I thought I would do 
volunteer work to keep busy.” 

The fortunate recipient of Mrs. Seits’ 
energy and organizing talents was the 
polio ward at Goldwater Hospital on 
Welfare Island. The ward was just being 
established under a National Polio Foun- 
dation grant, and Mrs. Seits set up the 
office procedures so that doctors were free 
to use their medical skills. When all the 
clerical routines were operating smooth- 
ly—this took about four months—Mrs. 
Seits was at leisure again. She decided 

(Continued on page 67) 
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expanding 
products— 
they 
protect 
your 
important 
Le papers 
eh ONG 
wear 


a long, 
long 
time 


Smead expanding products serve many office needs: 
expanding files for at-desk filing and sorting; expanding 
wallets to protect, carry or store important records; file 
pockets to accommodate bulky records, to make a 
neater file. 

Special reinforced construction assures long-lasting 
protection for office records: two-ply index tabs and 
dividers, cloth gussets, scuff-proof, moisture- and soil- 
resistant finishes. Many styles, many sizes— one sure 
to meet your exact need. Ask your stationer about these 
and many other Smead Filing Essentials, or write to 
Smead Manufacturing Co., Hastings, Minn. 


Ask fr Smead 


FILING ESSENTIALS 


EXPANDING FILES 


FILE POCKETS 
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She’s a 
MILLION 
DOLLAR 
SECRETARY! 








She‘’s quiet — neat — efficient — and her boss 
wouldn’t trade her for a million bucks! 


What’s her secret? Easy! She uses the revolutionary 


EW 


Sorsa-Gounp 


TYPEWRITER CUSHION 


You see, the Sorba-Sound cushion is the first 
really new typewriter cushion to come down the 
pike in quite a while. And it was designed with 
you in mind. 

The Sorba-Sound is all sponge rubber — with 
sealed hard rubber air chamber pedestals at every 
corner! It muffles typewriter noise — stops annoy- 
ing creep and vibration — softens keyboard action. 
Your work is neater, less tiring and far quieter! 

You'll be happy with a Sorba-Sound typewriter 
cushion — and your boss will be happy with you! 
Tell him about the Sorba-Sound right away. 

P.S. Sorba-Sound is also available for office 
machines of all types. When ordering give make 
and model number. In handsome blue-gray finish. 










SORBA-SOUND 
Typewriter Cushion For: 
* Electric Typewriters—$6.00 ea. 
* Manual Typewriters—$4.95 ea. 


Air-Chamber 
Pedestal 
TO ORDER — FILL OUT THE COUPON BELOW AND 
GIVE TYPEWRITER MAKE AND MODEL NO. 
=e ee ee ee ee ee ee ee ee ee ee ee ee oe oe 
EVANS SPECIALTY COMPANY, INC. 
| P. O. BOX 8128, RICHMOND, VIRGINIA i 


§ PLEASE SEND SSM SORBA-SOUND CUSHIONS J 
i MAKE MODEL NO. 
NAME 
y FIRM 


i STREET 
i CITY STATE___ 


a 


a 




















62 





‘. . i. ——_” EE Pn 
I OO nl a fF hogy 


” a 
? ° ar Z, Y yer / a 


4 ~« & wer v 
x CO 
2 
ae Allhis life € . BZ oe de 
ee eT « wie ~~ ° 


TODAY’S SECRETARY 





—_ 


~ 


—_ om 


\ 
















Ep NEW! x-acto” 


X-acto “Refill 


oxy / SECRETARIAL KNIFE 


that fz! “ 
oat j perfect for Office Personnel 
j and Executives, too! 
= For newspaper and magazine clippings, correcting 
spirit-type duplicating masters and Ozalid® typ- 
ing masters, opening packages, steel erasure, etc. 





No. 3-ST 





penKnife 


Complete with blade 
$] 00 


SAFE TO USE! 


Your fingers are never near 
the cutting edge. When 
closed the ‘“‘See-Thru’’ Cap 
reveals the blade. 





only 





HANDICRAFT TOOLS, INC. (div. of X-ACTO, INC.) : 


48-41Q Van Dam St., Long Island City 1, N.Y. 
Pen Knife with extra blade for $1.00 P.P. 














1 { 
! i 
: : 
A quick twist and | NAME { 
blade is instantly COMPANY 
released for re- 
fill. Takes 3 styles : ADDRESS : 
of blades. ; ClTY ————— oe i 
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The greatest 
thing in 
carriages 

since 


babies 














high quility WEBSTER 
CARBON PAPERS 


With Webster MultiKopy in your typewriter 
carriage you get so many advantages. 


Exclusive, Uncoated Numbered Edge makes 
carbon handling easier and cleaner. It insures 
you neatly typed, even carbons every time. 


Stays Flat even in extreme temperatures. 
Each sheet is specially treated to insure 
smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. 
You'll get crisp, clean results whatever your 
typing requirements. 


And Webster offers you a variety of other 
high quality duplicating supplies: typewriter 
ribbons in cotton, nylon and silk for all type- 
writer makes; office machine ribbons for most 
types of adding, accounting, tabulating and 
addressing machines; carbon paper rolls, and 
spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument 
oil, and duplicating fluid. 


At better office equipment dealers every- 
where — make it clear you want 


Webster 


MuitikKopy Durametric Carbon Papers 


Always send a ‘“‘Time-Saver”’ courtesy carbou copy 


F.S. Webster Company « 17 Amherst Street « Cambridge, Mass. 
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WALLET ny fe 
PHOTOS PLUS 25¢ 
HANDLING 





60 for $2.00 plus 25¢ handling. 
MADE FROM YOUR OWN PORTRAIT 


perfect for job, school, and 
passport identification 








FREE Beceeelifud 5! 1" 
PORTRAIT ENLARGEMENT 


with each order 


Famous Roy Wallet photos, finest 
silk, double-weight paper. 21/2” x 
3%”. Send picture or negative with 
your order. Satisfaction guaranteed. 


ROY PHOTO SERVICE 


Dept. G9, GPO Box 644, N. Y. 1, N. Y. 





Do You Have 


“DESK- 
SHELF 
MESS?” 


clean it up with a 


VISO-DESKPLATE 


Be rid of dirty, taped and 
torn sheets on your desk iach 
ba 









shelf! The new heavy 
gauge plastic Viso- 
Deskplate keeps calen- 
dars, schedules, phone 
lists neat and clean. 
Crystal clear—smooth 
to write on—unbreakable. 
Dirt or ink spots easily 
a off. Self-sealing 
e—just lift front edge 
oe a = material. Stand- 
ard size 124%” x 15”—special sizes on request. 
ORDER TODAY—SATISFACTION GUARANTEED 


If your stationer does not have Viso-Deskplate, 
we ship postpaid for check with order (or open 
account to rated companies). 


One for $2.95 Six for $16.80 Twelve for $31.85 
Send dealer's name with order. Literature and sample on request. 


2108 Nicollet Ave., Dept. TS, 
D.C. HEY CO., Inc. Minneapolis 4, Minn. 

















GLAMOUR HEELS 


Enhances appearance of your 

feet. Prevents frayed, split 
heels. Ends costly heel re- | 
pairs. Rugged plastic tabs 

slip easily over heel, stay 

tight without adhesive. Priced 

4 pair $1. Special tntro- 
ductory Offer: 1 pair each 

of 7 sizes, $1. All same =< 
color, Transparent or Black. 

Heel chart with each order. — ~ 


TREASURECRAFT, P. 0. Box 2296, Dept. 179, Carmel, Calif. 














1000 Name & 


Address Labels $1 
ANY 3 DIFFERENT 
ORDERS $2 PPD 
Sensational bargain! Your name and 
address printed on 1000 finest qual- 
ity ee labels. Padded! Ey 
with FREE Plastic GIFT BOX, Use 
them on pinta books, ~~) etc. 
meee only $1. ppd, SPECIAL—SAVE 
5 MONE AN Y 3 £=DIFFERENT 
ORDERS $2. Satisfaction qguaran- 
teed! Handy Labels, 933 Jasperson 
Bidg., Culver City 1, California. 














Run a spare-time Greeting 
Card and Gift Shop at home 


Show friends samples of our new 1961 Christ- 

mas and All Occasion Greeting Cards and Gifts. 

Take their orders and earn to 100% profit. No 

experience necessary. Costs nothing to try. 
Write today for samples on approval 


REGAL GREETINGS, DEPT. 153, FERNDALE, MICH. 
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NEW HOME STUDY METHOD... 
Fascinating field for men and women. 
Learn in spare time. Excellent starting 
point for career. Practical basic training. 
Approved supervised method. Low tuition. 
Easy payments. 

FREE BOOKLET! Send for valuable 24-page 
illustrated booklet, “Adventures in Interior 
- Design & Decoration.” No obli- 
gation. No salesman will call 


CHICAGO SCHOOL OF INTERIOR DECORATION 
835 Diversey Pkwy. Dept. 2826, Chicago 14 





Chicago School of Interior Decoration 

835 Diversey Pkwy., Dept. 24%, Chicago 14, Il. 
Please send me FREE and postpaid, without 
obligation, your booklet, “Adventures in Interior Design & 








Decoration” and full particulars. 

Name 

Address 

City. Zone State 








Accredited by National Home Study Council 
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SAVE TYPING TIME 
with FLICK A LINE 


Always Accurate 
Always Fast 


Inclined panel 8%, x 14. 
Slotted base with pencil 
groove and book ledge. 
Buy it from your sta- 
tioner. 


$7.95 prepaid 
FREE FOLDER 


Franklin 
116'/2 North 4th Street, Louisville, Kentucky 

















——S ENGLISH vou'sacks 


have helped thousands of men and women 
who have not had college training in English 
to become effective speakers, writers, and conver- 
sationalists. With my new C.l1. METHOD you can 
stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill, learn 
the “‘secrets”’ of conversation. Takes only 15 minutes 

a day at home. Costs little. 32-page booklet mailed FREE. 
write TODAY! Don Bolander, Career Institute, 
Dept. E-1459, 30 E. Adams St., Chicago 3, Illinois 












NOW AVAILABLE 
What’s So Special About Chemical Secretaries? 


A four-page reprint of an article by 

Diana Boney, which takes a close look 

at today’s chemical secretary. Price: 

25¢ per copy. Send remittance to: 
Reprint Dept. 


TODAY’S SECRETARY 
330 W. 42 Street New York 36, N. Y. 

















shopping 





NO MORE “‘FISHING.”” With the Wrist- 
Key, you wear your keys while you shop 
or dash around town. Gay beads, in 
varied colors, suspended on elasticized 
wrist band allow free wrist movement. 
Mesdames of sports, urbia, suburbia 
shouldn't be without one. Only $1.75, 
ppd., from Adele Greif, Dept. TS, 451 
N. Main St., Westport, Conn. 





HANDLE WITH CARE: Pengun pen-size 
tear gas dispenser, to protect you from 
personal attack. Made of aluminum, it 
weighs only 1'2 ounces, comes with 
pocket clip and has safety catch -” = 
engage trigger. Approved by U. S. Gov- 
ernment. It discharges 8-foot blast of tear 
gas, rendering attacker temporarily help- 
less. With two cartridges, $6.95, ppd. 
Penguin Associates, Inc., Dept. TS, 
Devon 54, Pa. 
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spree 


ENGAGED? Then this is for you—a min- 
iature sterling silver ring for the occa- 
sion, with genuine rose-cut diamond: 
the whole suspended on a sterling silver 
chain. Boxed and priced at $7.50 plus 
10 per cent tax, ppd. Dominique, Dept. 
TS, 210 Fifth Avenue, New York 10, 
a 3 





PORTOFINO is tops over swim suit, slacks. 
shorts. Made of luxurious double-faced 
Cannon terry. it’s colorfast and washable. 
Has elastic bottom and roll-up sleeves. 
Comes small. medium and large in circus 
pink, orchid, aqua or white, at $9.95. 
ppd. From Hobi, Dept. TS3, Flushing 
52, N. Y. 





FLOWER WRITE. Refillable ball-point 
pen with a single plastic bud in vase 
perched atop. Use these colorful con- 
versation pieces for party favors, gifts 
or simply to write with! At two 
for $1; or by the assorted dozen with 
plastic vase for display at $3.98; ppd. 
Order from Therese French Shop, Dept. 
TS, 470 Park Ave., New York, N. Y. 
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SOFT FOAM CURLERS 


Sleep in comfort even though your hair is 
in curlers. New featherweight curlers are 
so flexible that you won't realize they’re 
on. No metal, no sharp ends. Leading beau- 
ticians are using them for all new hair styles. 
May be used wet or dry. 12 curlers only 
$1. We pay postage. Also ask for colorful 
catalog showing 600 unusual gift ideas. 
Adriane, Inc., 1-907 Finch Merchandise 
Mart, St. Paul 1, Minn. 

















SECRETARY—GIRL OF THE YEAR 


Here is a factual, informative, 24-page job-hunting 
reprint from TODAY’S SECRETARY that describes 
briefly the national secretarial employment picture 
and then tells through case histories what it’s like 
to work in 11 different industries and professions. 
Especially of interest to the girl who wonders 
whether she is suited for a particular secretarial job. 


Price—25c per copy; $2.00 per dozen 
Send order with remittance to: 


TODAY’S SECRETARY 
330 West 42nd St., New York 36, New York 
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PERSONALIZED 
LETTERHEADS 


AND ; 


ENVELOPES 





SOCIALLY CORRECT © RICHLY PRINTED 


America’s finest stationery offer! Here's 
personalized quality printing to reflect 
your own good taste, Your name and ad- 
dress handsomely printed in Royal Biue in 
Y — — — — H-W Imperial White vel 
“i set ine lude s 100 pers 
alized fioete (59 xa cy 3 matching personalized saodienns 


(334” 73/4 ell gift item! Guaranteed, Please print 
No cop s.) 


F-d/HAMILTON-WARD EP: 


WESTFIELD, 
MASS. 















” THE BEST WAY TO 








is the Mahler Way! 


Thousands of women like yourself, after reading 
and following our instructions carefully, have 
learned to remove unwanted hair permanently the 
Mahler way. Re-discover the thrill of an excitingly 
beautiful complexion — don't delay another day! 
7 s~ Send 10c for 16- soy illustrated booklet ‘‘New 

7, Radiant Beauty” . learn the secret for yourself. 


Dept. 851M, PROVIDENCE 15, R.I. 
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WEDDIN 


Everything for the Wedding & PEL 
Invitations @ Gifts for the bridal party 
Table decorations © Trousseau items 

Unusual, exciting personalized items. 

ELAINE CREATIONS 

Box 824 Dept. E-421 
Chicago 42, Ill. 


ARE YOU 
A BORE? 


A noted publisher in Chicago re- 
ports there is a simple technique of 
everyday conversation which can 
pay you real dividends in both so- 
cial and business advancement and 
works like magic to give you added 
poise, self confidence and greater 
popularity. 

According to this publisher, many 
people do not realize how much they 
could influence others simply by 
what they say and how they say it. 
Whether in business, at social func- 
tions, or even in casual conversa- 
tions with new acquaintances, there 
are ways in which you can make 

good impression every time you 
talk. 

To acquaint the readers of this 
book with the easy-to-follow rules 
for developing skill in everyday 
conversation, the publishers have 
printed full details of their interest- 
ing self-training method in a 24- 
page booklet, ““Adventures in Con- 
versation,” which will be mailed 
free to anyone who requests it. No 
obligation. Simply send your re- 
quest to: Conversation Studies, 835 
Diversey Parkway, Dept. 2826, Chi- 
cago 14, Ill. A postcard will do. 
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Engraved Brass Desk-n-Door Markers 


Permanent, distinctive beauty—any name engraved in 
heavy plate of solid brass, 7” x 1”. Engraving is black- 


filled. Door style has special stick-on backing; sticks on 
any clean surface. Desk style has solid walnut base 8%” 
x 2”. Any wording up to 20 letters, numbers per line: 
choice of 1 or 2 lines. Perfect gift for Christmas! Shipped 
within 48 hrs. Satisfaction guaranteed or money back 
Door style $2.95 ppd.; desk style $3.95 ppd. Spear En- 


gineering Co., 660-C Spear Bidg., Colorado Springs, Colo. 













Design SMART 





Fascinating field. Design own 
wardrobe at considerable saving. 
Gain expé¢rience designing for 
others. 1t may lead to thrilling 
career—even a shop of your own 
some day. Basic “‘learn-by-doing”’ 

course under guidance of qualified 
teachers provides excelle nt starting point for a career. 
Send for free booklet, ‘‘Adventures in Dress Design.” 


NATIONAL SCHOOL OF DRESS DESIGN 
835 Diversey Parkway Dept. 2826 Chicago 14, i, 


Please send me FREE and postpaid your booklet, “‘Adven- 
tures in Dress Design," and full particulars. 


Name 


SOCOM COCO HEHEHE HEHEHE EHH SHEE EEE HEE EES 
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ChRY.. cc ccccccccccccccccccs Zone. . .Stute. ..seesceees 
Accredited by National Home Study Council 








Doomed By 
Your Memory ? 


A noted publisher in Chicago reports 
there is a simple technique for acquir- 
ing a powerful memory which can pay 
you real dividends in both business 
and social advancement and works 
like magic to give you added poise, 
necessary self-confidence and greater 
popularity. 

According to this publisher, many 
people do not realize how much they 
could influence others simply by re- 
membering accurately everything they 
see, hear, or read. Whether in business, 
at social functions or even in casual 
conversations with new acquaintances, 
there are ways in which you can domi- 
nate each situation by your ability to 
remember. 

To acquaint the readers of this pa- 
per with the easy-to-follow rules for 
developing skill in remembering names, 
places, figures, dates, business trans- 
actions, or even passages of literary 
content, the publishers have printed 
full details of their interesting self- 
training method in a new book, 
“Adventures in Memory,” which will 
be mailed free to anyone who requests 
it. No obligation. Simply send your re- 
quest to: Memory Studies, 835 Diver- 
sey Parkway, Dept. 2826, Chicago 14, 
Ill. A postcard will do. 





WORK 
TESTED 


SEND for our BROCHURE of “work 
tested" office aids. Items that save 
you time and effort in your daily 
work. Many items NOT available at 
your local stationers. 


FRANKLIN-MONROE CO, “= 
DEPT. 105, 1023 JOSEPH AVE., ROCHESTER 21, N.Y. 
















GOLD 
DISCOVERED 
IN 
CALIFORNIA! 


2 diff. Label 
orders for 
ONLY $1.00 


The best value since the days of the 49ers! 
You get 200 lovely gold labels with your Name & 
Address PLUS 200 beautiful golden Monogram Labels 
—a total of 400 SATINGOLD Labels for only $1.00. 
Two different labels for the price of one, gives you a 
combination of Name Labels-and-Monogram Labels. 
Both labels printed on quality SATINGOLD paper. 
Turn your dollar into 400 “pieces of Gold’’ by rushing 
your copy with $1.00 today! REGAL LABELS, Dept. 
9T, Box 509, Culver City, California. 














WANTED: ALTER EGO 


Here is a special report on the executive 
secretary—an 8-page reprint from TODAY’S 
SECRETARY that describes the top-level sec- 
retary and her job. In this article we meet 
ten women who are the alter egos of some 
of America’s top management in business 
and government. Ideal for the girl who is 
aiming for a successful future. 


Price—25¢ per copy 
Send your order with remittance to: 


Reprint Department, TODAY’S SECRETARY 
330 W. 42nd Street, New York 36, New York 
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“BONGO, BONGO, BONGO.” This Bongo 
Bag, which was never in the Congo, is a 
great idea. Looks like a handbag but is 
actually a lunch kit containing a “Ther- 
mos” bottle. Of soft vinyl, it comes in col- 
lege pennant, foreign stamp and pylon 
designs—tan, bark, black and white, tan 
and white respectively. At $3.19, plus 
postage. Manhattan Stationery Co., Dept. 
TS, 18 East 23 St., New York 10, N. Y. 





REPAIR’N AIR requires no jacking up, no 
tools. Just attach to valve of flat tire. 
Presto—a sealant is forced into puncture, 
repairing tire: condensed air inflates and 
—you drive away. (Good idea to have 
that tire checked at garage later.) At 
$4.95. Acme Specialty Co., Dept. TS, 140 
Halsey St., Newark 2, N. J. 


Siddall. | 
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NEVER DID AN “‘OPEN, SESAME!” yield 
a treasure chest like this . . . a Personal 
Stationery Gift Chest of red cedar filled 
with 110 printed sheets, 80 second 
sheets, 110 matching printed envelopes 
(8 by 6 inches). Name and address (to 
30 characters) inscribed in blue. Chest 
is 9 by 7 inches. Complete at $6.95, ppd. 
American Stationery Co., Inc., Dept. TS, 
1557 Park Ave., Peru, Ind. 
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HUNTING, ANYONE? It’s no fun, be 
warned, when your favorite earrings are 
the prey. No more fuming for missing 
mates if you hang them on the Earring 
Tree. Holds more than twenty-four 
pairs; is 16 inches high, 10% wide. 
Specify black or brass finish. At $2.95, 
plus 25 cents postage. (Add 4 per cent 
tax in Calif.) Saint & Summers, Dept. 
TS, Rm. 209, 4849 Van Nuys Blvd., Sher- 
man Oaks, Calif. 





NEWS FOR NUMISMATISTS or for the just 
plain jewelry-minded. Hie yourself to the 
mailbox and send for Queen Maria 
Theresa silver thaler. Dated 1780 and 
larger than our silver dollar, it can be 
used on bracelet or necklace. Thaler is 
$3.95: another $2 plus tax will bring you 
sterling holder and chain. Centre Coin 
Co., 5 Centre St., Dept. TS-2, Hemp- 
stead, N. Y. 
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STEP 


Continued from page 60 


she’d had all the retirement she could 
possibly endure. 

She registered with an employment 
agency by mail, with every intention of 
going in for a personal interview. But 
Garvin, Bantel preferred to set up its 
appointments directly and, although the 
agency referred her to the job, she never 
did get to the agency so they could see 
if she was “suitable” as an office man- 
ager. 

Mrs. Seits would be hard-pressed to 
define precisely the many things she does 
One of her main 
functions seems to be listening to com- 


on her present job. 


plaints and smoothing out the causes of 
friction that are inevitable in a business. 

A very vital part of her job is pur- 
chasing and paying all bills. Of course, 
as personnel director. she does all inter- 
viewing, hiring, and—a task she admits 
she doesn’t relish—all firing. 

“However.” she says, “sometimes I 
know I am doing the person a favor by 
firing him. Frequently he is unsuited for 
the job, would probably do much better 
in another field, but just can’t get up the 
nerve to make the break.” 

Part of her job two years ago was 
planning, supervising and helping every- 
one survive a complete remodeling of the 
office to accommodate its growth from 
the number there 
Seits started, 
staff of ninety. 


about sixty persons, 
when Mrs. its present 
Women in responsible positions on 
Wall Street are still rare enough to be a 
news item. Mrs. Seits confesses she is 
enough of a feminist to enjoy reading 
about any woman who has achieved dis- 
tinction in the business world. 

Does she still run into male prejudice? 
Yes, but it’s neither very serious nor 
very obvious °° 

Besides, Mrs. not all the 
prejudice is confined to men. There are 


. she chooses to ignore it. 
Seits says, 


women, too, who don’t like a woman as 

boss. She makes a point, when hiring 
someone directly responsible to her, to 
find out if the person objects to a distaff 
and Mrs. Seits 
secretaries will 
tolerate foibles in a male boss that would 


boss. For some reason, 
hasn’t fathomed it yet, 
make a female “impossible” to work for. 

One place where Mrs. Seits finds no 
prejudice is at home in Levitt House. on 
Long Island Sound. As is true in most 
executive jobs, particularly those paying 
in the five figure brackets, five o'clock 
may not be the signal to go home. 
Rather, it may herald a meeting with the 
other partners or a discussion over the 


quiet of a dinner table, business that just 


September, 1961 





BUSINESS 
SCHOOL 
DIRECTORY 


ILLINOIS 





MOSER 
SECRETARIAL SCHOOL 


Executive Secretarial Courses for 


high school grads and college girls 
Free bulletin M Air Conditioned 
308 N. Michigan Ave. Chicago 
Phone: 329-0954 











CALIFORNIA 











MEDICAL-SECRETARIAL 
A challenging opportunity 





MEDICAL SECRETARIES 


Approved by the Medical Profession 





NORTHWESTERN BUSINESS COLLEGE 
*‘Est. Over 50 Yeors’’ 
DAY AND EVENING CLASSES 
Enroll at Any Time 


SECRETARIAL—STENOGRAPHIC—COMPTOMETRY 
SHORTHAND—BUS. ADMINISTRATION 
ACCOUNTING—BOOKKEEPING—TYPEWRITING 


Free Placement—Coed 


2405 W. Armitage, Chicago (AR 6-1788) 














NEW YORK 











©12 MONTH COURSE Write: Claude S. Yates 

® ACBS ACCREDITED 1441 Van Ness Avenue 

Since 1934 San Francisco 9, Calif. 
FLORIDA 











“‘Miami’s Finest Finishing School” 
ADELPHI susiness couece 
“Where Students Are Individuals” 

8000 Biscayne Boulevard 


Miami 38, Fla. Free Brochure 


MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 








AIRLINE SCHOOL 














HAWAII 

















“HONOLULU 
BUSINESS COLLEGE 


Oldest and Largest 
Business College in Hawaii 
Complete 
Day and Night School Curriculums 

‘ accredited by the 
Accrediting Commission for 
Business Schools 


BE AN 


Romance! Travel! Adventure! Fun! 


Train in just four weeks for exciting 
flight and ground positions. Free place- 


Albany 3, New York 
ment service with 35 i ee Airline- 
trained teachers. WRIT TODAY for 


FREE INFORMATION—-FREE CATALOG. i] 


— “Me icCONNELL. AIRLINE “SCHOOL 
1030 Nicollet Ave., Rm. A-91, ousemnmmcnans. _— 








Name 
Address Tel. No. 
City State 

















NURSING SCHOOL 











ENJOY STEADY PAY EVERY DAY AS A 


\ “4 
LEARN AT HOME IN ONLY 10 WEEKS 

Enjoy security, independence and freedom RAN 
from money worries. Earn up to $65.00 a week Ad 

as a Practical Nurse. Age, education not la 
important. Send for FREE sample lesson. / ‘) 


POST GRADUATE SCHOOL OF NURSING 
ROOM 71B91, 131 S. WABASH, CHICAGO 3, ILL. 





couldn’t be accomplished during regular 
working hours. Kevin is now a freshman 
in Cornell University Law School, so he’s 
not around to notice. Mr. Seits, who is 
an executive with United Air Lines and 
keeps unconventional hours himself, has 
always been most understanding. 

“In fact,” Mrs. “T just 
couldn't do the job without a wonderful 


Seits says, 


husband like mine.” 
And to think it all started with a 
secretarial course. 





ENCORE 


Continued from page 40 


the girl earns adds extra points to her 


merit rating,” one company official 
wrote us. 

There are tests and awards available 
also in bookkeeping, filing and transcrip- 
tion. The tests for shorthand speed, tran- 
filing and 


scription, bookkeeping are 


published in Business Teacher, the maga- 


zine that is supplied free upon request 
to bona fide business teachers. 

Get the most you can from your sec- 
retarial training. Put fun into your prac- 
tice. List the awards offered by this de- 
partment that you want to receive, and 
then see how many of them you can 
earn each month. You'll find that your 
promotion and success business will 
be assured that way, too. 





(Key to project on page 38) 

LETTER 1 

Line 1—here, its; line 2—comma after days; 
line 3—unpleasantness; line 4—omit here; line 5 
—icy, wintry; line 7—win-dow; line 17—conveni- 
ence; omit comma after and; line 18—omit ap- 
proximate (estimate means an approximate cal- 
culation) ; line 19—appoint-ment. 


LETTER 2 

Line 2—Our World”; line 3—in-ter-est-ing; 
line 4—magazine, omit another or more; line 5— 
therefore; line 6—renewal; line 7—return, enve- 
lope; line 8—receive: lines 9 and 10—Travel 
(better not to split word) with Us from East to 
West?; line 12—of-fer: line 13—of: line 16— 
receive; line 17—receive; line 18—opportunity. 
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Secretary of the year... 


. chosen 
at the 16th annual convention of NSA in 
Los Angeles. Helping her reach her lofty 


Sue Russell of Minneapolis . . 


position: education, experience, appear- 
ance and poise. To Sue, our congratula- 
tions. 


Shorthand experts feted 
by Seattle restaurant 


Seattle skilled in 


scribing shorthand were rewarded recent- 


secretaries tran- 
ly with a free luncheon at one of the 
city’s finest restaurants, as the result of a 
unique advertising promotion. Several 
months ago readers of the Seattle Times, 
the city’s evening newspaper, were in- 
trigued by a display ad printed in short- 
hand and signed by the Golden Lion, 
colorful new restaurant that was recent- 
Hotel in 
Seattle. Secretaries proficient in  short- 


ly opened in the Olympic 


hand found upon transcribing a few 
words that the ad was addressed to them. 
It read as follows: 

“Attention Seattle secretaries! 

“If your boss appreciates the finer 
things . the right setting, the right 
service, the right menu for entertaining 
make a reservation for 


him at the Golden Lion. 


his associates, 


“This is the first in a series of five 
advertisements. Transcribe them all, and 
at the end of the 


We'll mail you a very special certificate. 


series, send to us. 
suitable for framing, and entitling you 
to a festive luncheon on us.” 

The five ads appeared over a month’s 
time and caused much curiosity among 
Times readers. Businessmen asked their 
secretaries what the ads were all about 
and encouraged their secretaries to 
enter the competition. Housewives who 
were former secretaries dusted off their 
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rusty shorthand in hopes of winning a 
free luncheon, only to learn that current 
employment was a condition of the con- 
test. 


curious about the ads also, and manager 


Patrons at the Golden Lion were 


Eric Pedersen received many inquiries. 

The unique contest originated with 
Donald L. Allison, Director of Sales for 
the Olympic Hotel, in collaboration with 
Cole and Weber, the hotel’s advertising 
Peter 
hotel’s account executive at the agency. 


agency in Seattle. Hemp, the 
assigned the actual task of writing the 
ads in shorthand to his secretary, Dianne 
Clutska. Although Dianne is proficient in 
shorthand, she double-checked her work 
with a Gregg shorthand dictionary, know- 
ing that any error on her part would un- 
doubtedly be caught by hundreds of 
astute secretaries. 

The actual number of secretaries who 
might enter the contest was a matter of 
great conjecture in the Olympic Hotel 
sales department. When final tabulations 
were made it was found that there were 
1.198 entries. Because of the overwhelm- 
ing response to the contest, it was de- 
cided that the only fair means of judging 
was to accept only those entries without 
any error whatsoever. Ruled out were 
those in which even a comma was left 
out or a word left uncapitalized. Secre- 
taries in the hotel’s sales department 
worked evening hours to correct the hun- 
The final 
gave 192 entries that were absolutely 
correct, 933 


errors and 73 that were ineligible be- 


dreds of entries. tabulation 


that had one or more 
cause they were submitted by persons 
not currently employed. 
Although “neatness and originality” 
were not aids to winning, several sec- 
retaries were quite original in their ap- 
proach. One pasted a small picture of a 


golden lion to each page of her entry. 
Another created a lion by means of the 
asterisk on her typewriter. Fortunately 
these two girls were as accurate in their 
shorthand as they were painstaking in 
their approach, and both won a free 
luncheon. 

Winners received a letter of congratu- 
lation together with a certificate declar- 
ing the recipient to be a member of the 
Great & Exalted Order of The Typewriter 
Eraser. The winning secretaries were di- 
vided into three groups, by the begin- 
ning letter of their last names, and the 
girls in each group were invited to visit 
the Golden Lion at noon on any week- 
day within a given week. 

Pageantry accents the striking decor 
at the Golden Lion. Manager Pedersen 
stresses members 
wear tunics and turbans, and many flam- 
ing dishes are served. When a turbaned 


showmanship—staft 


waiter enters the restaurant area with an 
order of shish kebab, a large gong over 
the kitchen door is struck and the flam- 
ing shish kebab, impaled on an ornate 
sword, is marched through the restaurant 
with proper fanfare. Although much of 
this pageantry is reserved for the dinner 
hour, secretaries who visited the restau- 
rant for lunch were treated to their share 
of glamour (note Winnie Jacobsen and 
Georgia Kittner enjoying it). They par- 





took of such exotic dishes as Breast of 
Sesame Chicken or Crab Leg St. Denis. 
the names of which, incidentally, the 
girls had correctly transcribed. 

As for those who didn’t win—some of 
them had lunch at the Golden Lion any- 
way. Eric Pedersen reports that many 
secretaries are paying for their own 
lunch at the restaurant just out of 
The fact that they admit 
laughingly to him that they are “also- 


curiosity. 


rans” seems to indicate that there are no 
hard feelings regarding the outcome of 
the contest. 
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Look for the leader! 





New “Poly” Typewriter Tape from Smith-Corona 


A bright silver leader at both ends of the tape is just one of the a. ee eG 


~ 
extras you get with every roll of the new “‘Poly” Typewriter Tape FREE 15-9 
from Smith-Corona Marchant. Check these other advantages that 
are yours only with Smith-C a ‘‘Poly’’ Tape: . 

Pe ee ee roll of Smith-Corona 


1. Guaranteed full 1000 feet 
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| | 
| | 
| | 
| a | 
2. Static-free performance | “Poly” Typewriter Tape | 
. 8 Precision-slit, not chopped ! Offer good for limited time only. Act now! | 
4. Does not telescope | Supply Products, Smith-Corona Marchant | 
5. Plastic plug | 410 Park Avenue, New York 22, N. ar 
6. Complete carbon transfer | eat Notie wad ee See vey 7 
7. Unequaled quality with duplicating processes _ 
ame. 

Prove Smith-Corona’s superiority right in your own office. Mail l 
this coupon for a free roll of new ‘‘Poly’’ Typewriter Tape. Do it , = 
today! This offer will be good for a limited time only. | Company 
| Address. | 
[c/ SMITH -COROGNA MARCHANT | City. Zone___State J 
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Can good-looking desks be any good 
for work? Sit here and see 


The modern styling and classic simplicity of the new 
Shaw-Walker Skyline ‘‘clutter-proof’’ desks will make any 
office a beautiful place to work. That’s obvious. 

What’s not so obvious, but apparent the minute you begin 
using the desk, is its remarkable workability. You don’t find 
this in other modern styled desks. Shaw-Walker Skyline is 
really ingenious in helping desk people with their work. 

Skyline has 17 in-drawer organizers*, all space-planned. 
The result: Clutter-free drawers and a desk top always clear 
for current work. More gets done—easier. We can prove it to 
you in ten minutes. Phone your Shaw-Walkerman today. Or 
write for color brochure, “‘Shaw-Walker Skyline.” 


dy “Built Like a 


*17 SHORT CUTS to easier desk work. Shaw- 
Walker’s “clutter-proof”’ facilities eliminate the 
time lost searching . . . because all work and work- 
ing tools (even letter trays and wastebasket!) are 
in the space-planned drawers—organized for in- 
stant use. Nothing like this in any other desks. 


Skyscraper” For savings throughout your office, read “Office & Tomorrow's Business” by L.C. Walker. Just republished. $4.75 


HAW- Al KE Largest Exclusive Makers of Office Equipment 
Muskegon 96, Mich. Representatives Everywhere 











